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The DOL Academy is committed to making the most of the 
talents and skills of all Department of Labor employees. 
Changing workforce and workplace needs demand unparalleled 
excellence from those who serve the workers of America, The 
DOL Academy is helping the Department of Labor meet that 
challenge, By working to ensure the full potential of all 
employees and by insisting on professionalism at every level, the 
DOL Academy is setting the highest standards for individual 
growth and development, job performance and satisfaction and, 
ultimately, service to the Nation and its work force. To 


accomplish its goals, the DOL Academy puts the training and 
education needs of the Department's employees above all else. 


Building 
Labor's 


Force 


BLANK PAGE 


! 


DOL ACADEMY CATALOG 
FY 1989 


Table of Contents 


DOL Academy Organizatlon . 6.666 e ewww nnes 


Enrollment in DOL Academy Courses ...... 666666 cece eee 


Table of Contents 
(continued) 


Management Development Seminar Series (MDSS)........ 
MDSS Course Schedules: 

PED cocccessoccceseececesesssseeees 

ED ccccoceeseveseveesesecsesecsece 

MDSS Course Descriptions ...... 6666 ccceceeeeeeeees 

Professional Development Seminar Series (PDSS) ......... 


PDSS Course Schedules: 


OSI Course Schedules: 
National Office Long-Term Courses ............4. 
National Office Seminars ...........cccseeeeeees 


Regional Offices ........cccccccsccseeveseseeees 
OSI Course Descriptions .........6 666 cece cece 


Computer Assisted Learning Center (CALC) ..........00000 
CALC Course Descriptions ........6 66666 c cece eens 


Directorate of Information Resources 
Management (DIRM) .........ccccceccceceeeeeeeeeeees 


DIRM Course Descriptions ...... 0.66666 c cece eens 


DIRECTOR’S MESSAGE 


"The most valuable of all capital is that invested in human beings." 


Alfred Marshall 
1%h Century English Economist 


The Department of Labor has a long and proud history of 
serving as a catalyst for change in the work place, Through the 
creation of the DOL Academy, the Department is turning its 
attention inward and focusing on its most valuable resource ot 
all--its own employees, The English economist, Alired 
Marshall, captured the sense and sentiments of the 
Department’s leaders who created and supported the 
development of the DOL Academy, for this new organization 
represents an investment in all who work for this agency. By 
addressing the job needs of today as well as those expected for 
tomorrow, the DOL Academy is Building Labor’s Force. 


This catalog represents the first comprehensive listing of 
courses which the DOL Academy will offer during its first full 
year of operation. There is something for everyone. An 
important principle of the DOL Academy is serving the needs 
of all workers at every level of the Department. By publishing 
the schedule well in advance, we hope that training for 
individuals and groups can be well planned and integrated with 
on-going work schedules. In addition, knowledge of all course 
offerings should help employees attend classes when and where 
it is most cost-effective. 


This year we are offering more than high quality courses. Many 
of these classes were offered before but all have been revised 
and improved. New courses are now being developed and will 
be offered in next year’s catalog. Additionally, for the first time 
this year, some courses may be applied toward college credits 
based on an evaluation by the American Council on Education. 


Courses of study are grouped along "institute" lines, much as a 
college curriculum is organized for particular fields, In this 
way, we hope to provide discipline to the training process and 
clear development paths for employees at all levels. Significant 
work is now underway to develop new competency-based 
courses of study which will be introduced next year, Clerical, 
secretarial, and support staff programs will be scheduled first, 
to be followed by managerial training soon thereafter, 


In addition to specific courses of study, the Academy offers an 
innovative approach to self-instructed training, cutting across 
all fields and occupations. The Computer Assisted Learning 
Center (CALC) is now available in the National Office and will 
be expanded to the field. CALC offers DOL employees a 
unique opportunity for individual training and development, 
and a greater degree of flexibility than the traditional classroom 
approach to training. 


The DOL Academy is working to meet the needs of employees 
and managers throughout the Department. Over the coming 
year, we will be providing more information about our plans 
and progress. We hope that you, the staff of this Department, 
will communicate with us as well, sharing your ideas and 
suggestions for making the Department of Labor a workforce of 


unparalleled competence. p 


Jane Sartori 
Director 


DOL ACADEMY ORGANIZATION 


DIRECTOR 
523-7401 
DEPUTY 
OFFICE OF TRAINING POLICY 
| | AND EVALUATION 
523-8319 
OFFICE OF TRAINING MANAGEMENT 
AND ADMINISTRATION 
523-7773 
OFFICE OF TRAINING DESIGN 
AND DELIVERY 
523-6351 
OTHER IMPORTANT NUMBERS 
Computer-Assisted Learning Center 
523-8755 


DOL Academy Information Center 
523-7816 
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ENROLLMENT IN DOL 
ACADEMY COURSES 


The DOL Academy operates on the principal that a productive 
and successful working environment requires the continuous 
development of the knowledge and skills of all employees, The 
courses described in this catalog are designed to provide an 
opportunity for all DOL employees to enhance knowledge and 
skills needed in their present and future positions in the 
Department, Tabbed sections and course descriptions provide 
information on occupational and prerequisite attendance 
requirements. 


Attendance in DOL Academy courses requires \he advance 
approval of the participant’s supervisor and the sumission cf a 
completed Training Authorization Form DL 1-101 to the 
servicing Training Office. All Training Offices are listed on 
pages 7 and 8. 


All nominations for course attendance must be made through 
the servicing Agency or Regional Training Office as far in 
advance as possible, but at least two weeks prior to the start of 
the course. 


Generally, enrollments will be accepted on a first-come-first- 
serve basis. Nominations for attendance which cannot be 
accepted due to lack of space can, upon request, be given 
preferential consideration for the next scheduled offering of 
that course. If, after enrollment, you are unable to attend a 
course, please notify your Training Office as soon as possible to 
allow another person to attend. 


Additional information on training policies and procedures is 
contained in the Training Policy Handbook available through 
Agency and Regional Training Offices. 


ENROLLMENT IN DOL 
ACADEMY COURSES 
(continued) 


Schedules for courses offered by the Supervisory, Managemeat, 
and Professional Development Programs (SMP) are located in 
the SMP section of the catalog. 


Schedules for courses offered by the Office Skills Institute 
(OSI) are located in the OSI section of the catalog. 


To obtain scheduling information on courses offered by the 
Computer-Assisted Learning Center (CALC), call 523-8755 (or 
your Training Office contact). 


To obtain scheduling information on courses scheduled by the 
Directorate of Information Management (DIRM), call 
523-1569 (or your Training Office contact). 


If you are interested in a course that is described in the catalog 
but is not on the schedule, call the DOL Academy Information 
Center at 523-7816 (or your Training Office contact). 


BLS 

Gene Ann Logan 

441 G. St., NW 

Room 2827 
Washington, DC 20212 
Phone: 523-1107 


OASAM/NCSC 

Juanita Harrell 

200 Constitution Ave., NV 
Room C5516 

Washington, DC 20210 
Phone: 523-8310 


MSHA 

Bettye Robertson 
4015 Wilson Blvd. 
Ballston Towers #3 
Room 519 

Arlington, VA 22203 
Phone: 235-1356 


ETA 

Suzanne Kramer 

200 Constitution Ave., NW 
Room $5214 

Washington, DC 20210 
Phone: 535-0889 


NATIONAL OFFICE TRAINING CONTACTS 


SOL 

Carolyn Munford 

200 Constitution Ave., NW 
Room N243! 

Washington, DC 20210 
Phone: 523-5276 


ESA 

Brendan Branley 

200 Constitution Ave., NW 
Room $3308 

Washington, DC 20210 
Phone: 523-7036 


OIG 

Sheila Hartzel 

200 Constitution Ave., NW 
Room $5021 

Washington, DC 20210 
Phone: 523-6162 


OSHA 

MaryAnn Piretti 

200 Constitution Ave., NW 
Room N3308 

Washington, DC 20210 
Phone: 523-8006 


REGIONAL TRAINING CONTACTS 


Bob Guiliano 


JFK Federal Bldg., Room 1804 


Government Center 
Boston, MA 02203 
FTS 835-2013 

(617) 565-1990 


Ed Chaplin and 
Caroline Bing-Johnson 
3535 Market Street 
Room 14240 
Philadelphia, PA 19140 
FTS 596-5115 

(215) 596-5115 


Rachel Friday 

230 Dearborn Street 

10th Floor, Personnel Office 
Chicago, IL 60604 

FTS 353-8927 

(312) 353-8927 


Doug Wischropp 

911 Walnut Street 
Room 100 

Kansas City, MO 64106 
FTS 426-6171 

(816) 374-6171 


Bill Haller 

71 Stevenson Street 

Suite 500 

San Francisco, CA 94105 
FTS 995-5635 

(415) 995-5635 


Margaret Griego 

201 Varick Street 
Room 807 

New York, NY 10014 
FTS 660-2221 

(212) 944-3083 


Frazier Coffic 

1371 Peachtree Street NE 
Room 122 

Atlanta, GA 30309 

FTS 257-3883 

(404) 881-3883 


Doris Shaw 

525 Griffin Street 
Room 739 
Dallas, TX 75202 
FTS 729-6809 
(214) 767-6809 


Jim Payne 

Federal Office Bldg. 

1961 Stout Street, Room 1534 
Denver, CO 80294 

FTS 564-2031 

(303) 837-2031 


Patricia Anderson 
Federal Office Bldg. 

909 First Ave., Room 3144 
Seattle, WA 98174 

FTS 399-4172 

(206) 399-4172 


COLLEGE CREDIT RECOMMENDATIONS 
FOR 
DOL ACADEMY COURSES 


The American Council on Education (ACE), through its 
Program on Noncollegiate Sponsored Instruction, provides 
organizations and institutions with a basis for recognizing 
suitable coursework taken outside colleges and universities. 
ACE evaluates formal educational programs and courses 
sponsored by noncollegiate organizations that are non-degree 
granting and offer courses for their employees, members, or 
customers. 


ACE has evaluated and made credit recommendations for 
several of the training courses sponsored by the DOL 
Academy. INFORMATION ON THESE CRED!T 
RECOMMENDATIONS WILL BE FOUND AT THE END 
OF THE INDIVIDUAL COURSE DESCRIPTIONS 
(WHERE APPLICABLE) IN THIS CATALOG. 


In some instances, credit recommendations were made for 
individual courses. In many cases, however, ACE credits are 
earned by completing a specific package of two (o* more) 
courses. When ALL courses in the package are completed, the 
student is eligible for credit. (The student does NOT receive 
any partial credit for completing part of a package.) The 
Course Descriptions identify which courses must be taken in 
combination to receive college credit. 


DOL employees who successfully complete courses which carry 
ACE credit recommendations can use ev sence of course 
completion in applying for credits at the college or university of 
their choice. Servicing Training Offices will be able to provide 
information and assistance on this process. 


It is anticipated that credit recommendations will become 
available for additional DOL Academy courses during Fiscal 
Year 1989. 
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SUPERVISORY, MANAGEMENT, 
AND PROFESSIONAL 
DEVELOPMENT PROGRAMS 
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SUPERVISORY, MANAGEMENT, 
AND PROFESSIONAL 
DEVELOPMENT PROGRAMS 


The Supervisory Development Program (SDP) consists of a series of 
mandatory courses that provide first-line supervisors with the 


knowledges and skills essential to their new management roles. 
These courses include Skills Training for DOL Supervisors 
(SDP-00.), EEO Workshop for Supervisors (SDP-002), Human Side 
of Management (SDP-003), and Labor-Management and Employee 
Relations for Managers and Supervisors (SDP-004), 


The Management Development Seminar Series (MDSS) is a varicty 
of elective courses that assist the manager or supervisor in improving 
the efficiency and effectiveness of his/her work unit. 


The Professional Development Seminar Series (PDSS) offers 
elective courses that help DOL professional employees improve 
current job skills and prepare for future career opportunities. 
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SUPERVISORY 
DEVELOPMENT PROGRAM 
(SDP) 


The DOL Academy 
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Course 


SDP-001 


SDP-002 


SDP-003 


SDP COURSE SCHEDULE 


NATIONAL OFFICE 


All classes are held from 8:30 - 4:30 


Title 


Skills Training for DOL Supervisors 


EEO Workshop for Supervisors 


Human Side of Management 


Dates 


SEP 20-23 
NOV 7-10 
FEB 14-17 
APR 25-28 
JUL 18-21 


OCT 13-14 
DEC 14-15 
APR 20-21 


SEP 12-16 
OCT 17-21 
MAR 6-10 
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SDP COURSE SCHEDULE 


REGIONAL OFFICES 


All classes are held from 8:30 - 4:30 


Course Title Location 


SDP-001 _—_ Skills Training for DOL 


Supervisors 


Chicago 
San Francisco 
Seattle 

* Beckley, WV 


Boston 
Pittsburgh 
San Francisco 
Kansas City 
Dallas 
Atlanta 
New York 
SDP-002. EEO Workshop for 
Supervisors 


* Beckicy, WV 
New York 
Boston 

* Beckley, WV 
San Francisco 
Kansas City 
Dallas 
Atlanta 
Philadelphia 
Seattle 
Chicago 


* MSHA Training Academy 


Dates 


OCT 18-21 
OCT 25-28 
NOV 15-18 
NOV 29- 
DEC 2 
DEC 12-15 
JAN 10-13 
FEB 7-10 
MAR 28-31 
APR 11-14 
MAY 9-12 
JUN 6-9 
AUG 1-4 


NOV 2-3 
NOV 17-18 
NOV 28-29 
DEC 1-2 
JAN 11-12 
JAN 18-19 
JAN 25-26 
MAR 8-9 
APR 12-13 
APR 25-26 
MAY 10-11 
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SDP COURSE SCHEDULE 


REGIONAL OFFICES 


(continued) 
Course Title Location Dates 
SDP-003 Human Side of Philadelphia OCT 3-7 
Management Atlanta OCT 31- 
NOV 4 
Dallas NOV 14-18 


* Beckley, WV JAN 9-13 
** Des Plaines, IL JAN 23-27 


Seattle FEB 27- 
MAR 3 
New York MAR 13-17 
Boston APR 17-21 
San Francisco MAY 1-5 
Denver MAY 15-19 


* MSHA Training Academy 
** OSHA Training Institute 
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SKILLS TRAINING FOR DOL SUPERVISORS 


SDP-001 


Course Goal 


Participants understand their new roles as first-line supervisors, the 
basic tools of planning and monitoring work, and the 
pcople-oriented skills of delivering feedback, coaching, and making 
effective assigninents. 


Course Objectives 


Upon completing this course, participants will be able to: 


e improve employee performance through effective feedback 
e use coaching techniques to teach an employee a new task 

e match the appropriate employee to a task 

¢ communicate assignments effectively 

e determine when to delegate work 


e develop a written monitoring system for tracking their unit’s 
work 


e develop a comprehensive work plan for a project or activity. 


Class Overview 


New supervisors learn several basic techniques essential to managing 
the work of others. The course, highly participatory and focused on 
practical "how-to" techniques that can be applied immediately on the 
job, includes films, skill practice sessions, small-group work, 
simulation games, brief lectures, discussions, and written application 
plans. Skills Training for DOL Supervisors has a 4-day classroom 
component and_ eight _ self-instructional modules. The 
self-instructional modules (approximately 20 hours for completion) 
must be completed in order to receive course credit. 


(Continued) 
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SKILLS TRAINING FOR DOL SUPERVISORS 


SDP-001 


Target Audience 


This is a required course for all DOL supervisors. 


Prerequisite 


There are no prerequisites for this course. 


Duration 4 days 


College Credit Recommendation 


3 semester hours of credit in Business Management 


EEO WORKSHOP FOR SUPERVISORS 


© DP402 


Course Goal 


DOL supervisors receive an overview of the Department’s Equal 
Employment Opportunity policy and their responsibilities for 
implementing it. 


Course Objectives 


Upon completing this course, participants will be able to: 


e identify discrimination and scxual harassment in the 
workplace 


e describe the roles and responsibilities of DOL supervisors 
for maintaining a discrimination-free environment 


e use positive management practice to prevent incidence of 
complaints 


e implement Affirmative Action practices in their work units 


e describe the informal and formal procedures for handling a 
complaint. 


Class Overview 


This workshop features films, simulations, group discussions, and 
short presentations by DOL staff whose responsibilities include EEO 
and/or Affirmative Action. Participants learn about how they must 
implement the mandates of EEO laws, about the nature and types of 
discrimination--how it occurs and its effect on the work environment. 
They also learn how to recognize instances of sexual harassment and 
how to handle complaints involving such harassment. 


(Continued) 


EEO WORKSHOP FOR SUPERVISORS 


Target Audience 
This is a required course for all DOL supervisors, 


Prerequisites 


There are no prerequisites for this course, 
Duration 2 days 


College Credit Recommendation 
| semester hour of crcdit in Business Management 


HUMAN SIDE OF MANAGEMENT 


Course Goal 


Supervisors can; (1) measure their interpersonal competence, (2) 
analyze their communication, motivation and leadership styles, and 
(3) apply organization dynamics to their work roles. 


Course Objectives 
Upon completing this course, participants will be able to: 


assess the organizational culture and the supervisor's role in 
shaping the work unit 


identify the factors that motivate people 


identify and practice techniques for building : {fective 
leadership and interpersonal communication skills 


explore strategies and develop skills for creating effective 
work groups 


develop an action plan that lists specific opportunities for 
improvement. 


Class Overview 


This seminar focuses on identifying personal supervisory styles and 
developing ways to strengthen interpersonal effectiveness. The 
course features a variety of activities and media, including: films, 
self-assessment surveys, a case study, simulations, and individual and 
group exercises. The course contains current thinking on the art of 
managing people and practical methods for dealing effectively with 
various types of employees. 


(Continued) 


HUMAN SIDE OF MANAGEMENT 


SDP403 


Target Audience 
This is a required course for all DOL supervisors, 


Prerequisite 


There are no prerequisites for this course. 


Duration 5 days 


College Credit Recommendation 


3 semester hours of credit in Business Management 


LABOR-MANAGEMENT AND 
EMPLOYEE RELATIONS 
FOR MANAGERS AND SUPERVISORS 


Course Goal 


This course provides DOL Managers and Supervisors with the basic 
skills and knowledge needed to carry out their management 
responsibilities for labor-management and employee relations, 


Course Objectives 
Upor pletion of this course, participants will be able to; 


e understand the framework for conducting Federal 
labor-management relations 

e recognize their labor-management obligations under the 
terms of the applicable collective bargaining agreement 

e identify methods for handling performance and conduct 


problems likely to occur early in a new 
supervisory-employee relationship. 


Class Overview 
This supervisory training course uses short lectures, group 


discussions, and case studies to provide participants with the 
essential skills and knowledge necessary to effectively perform 


labor-management and employee relations responsibilities. 


(Continued) 


LABOR-MANAGEMENT AND 
EMPLOYEE RELATIONS 
FOR MANAGERS AND SUPERVISORS 


SDP-4W4 
Target Audience 
This is a mandatory course designed for new DOL supervisors and 
managers. 
Prerequisites 


There are no prerequisites for this course. 


Duration 2 days 


MANAGEMENT 
DEVELOPMENT 
SEMINAR SERIES 
(MDSS) 


The DOL Academy 
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MDSS COURSE SCHEDULE 


NATIONAL OFFICE 


Classes are held from 9:00 - 4:00 


Course Title Dates 
MDSS-001 Managing the Writing of Others AUG 24 
MDSS-002 ‘Tools for Performance Management DEC 1-2 
MDSS-003. Managing Difficult Employees DEC 14-15 


MDSS-(04 ~—- Time Management and Dciegation JUL 24-25 


MDSS-005 Making Meetings Work OCT 12-13 
MDSS-006 Personality Type and Management MAR 6-7 
Style 
MDSS-007 Communicating for Results APR 13-14 
MDSS-008 Managing Conflict Creatively JUN 12-13 
MDSS-009 = Art of Positive Negotiation AUG 10-11 
MDSS-010 Team Building for Better Results JAN 18-19 
MAY 9-10* 
MDSS-011 Stress Management for Managers MAY 15-16 


* BLS course held in GAO Building 
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MDSS COURSE SCHEDULE 


NATIONAL OFFICE 


(continued) 
Course Title Dates 
MDSS-012 —_ Leadership and Motivation Skills 
for the 90's OCT 24-25 

MDSS-013 _—_ Effective Writing Techniques NOV 9-10 

MDSS-014 — Report Writing APR 24-25 

MDSS-014 Technical Report Writing DEC 8-9" 
MAR 16-17* 
JUN 8-9* 


* BLS course held in GAO Building 


, *¥ 


MDSS COURSE SCHEDULE 


REGIONAL OFFICES 


All classes are held 9:00 - 4:00 


Course Title Location 
MDSS-001 Managing the Writing Kansas City 
of Others Boston 
Denver 
MDSS-002 Tools for Performance Dallas 
Management Denver 
Kansas City 
Seattle 
MDSS-003 Managing Difficult Madisonville, KY 
Employees * Beckley, WV 
San Francisco 
New York 
MDSS-004 Time Management Wilkes Barre 
and Delegation 
MDSS-005 Making Meetings Work —_ Boston 
New York 
MDSS-006 Personality Type and Denver 
Management Style 
MDSS-007 Communicating for Chicago 
Results (ESA) 
MDSS-008 Managing Conflict Atlanta 
Creatively 


* MSHA Training Academy 


Dates 


MAR 8 
MAY 1 
AUG 8 


JAN 11-12 
JUN 7-8 
JUL 12-13 
AUG 2-3 
NOV 15-16 
MAR 1-2 
APR 11-12 
MAY 9-10 
MAR 20-21 
OCT 19-20 
FEB 21-22 


DEC 7-8 


APR 18-19 


FEB 7-8 


-%- 


Course 


MDSS-009 


MDSS-010 


MDSS-011 


MDSS-012 


MDSS-013 


MDSS-014 


MDSS COURSE SCHEDULE 


REGIONAL OFFICES 


(continued) 
Title Location 
Art of Positive Kansas City 
Negotiation Boston 
San Francisco 
Wilkes Barre 
Team Building for Seattle 
Better Results New York 
Philadelphia 
Stress Management Dallas 
for Managers Philadelphia 
Leadership and San Francisco 
Motivation Skills Dallas 
for the 90's Atlanta 
Seattle 
Effective Writing Chicago 
Techniques Boston 
Philadelphia 
San Francisco 
Seattle 
Dallas 
Report Writing New York 
Atlanta 
Kansas City 
Atlanta 
San Francisco 


Dates 


DEC 7-8 
MAR 28-29 
JUN 14-15 
JUL 18-19 


MAR 15-16 
APR 19-20 
JUN 20-21 


OCT 5-6 
NOV 3-4 


FEB 22-23 
APR 4-5 
MAY 3-4 
JUN 28-29 


NOV 21-22 
DEC 15-16 
JAN 11-12 
MAY 15-16 
MAY 18-19 
AUG 9-10 


JAN 9-10 
JAN 5-6 
MAR 6-7 
APR 13-14 
AUG 14-15 


MANAGING THE WRITING OF OTHERS 


MDSS~001 


Course Goal 


Managers learn a simple, effective system for monitoring and 
managing the written products of their staff. 


Course Objectives 


Upon completing this course, participants will be able to: 
e describe their current systems for managing the writing of 
others 


e define and understand the issues when reviewing written 
work (including the human factors) 


e set standards for effective writing 


e establish a procedure for reviewing written work. 
Class Overview 


Participants learn how to diagnose the current state of writing 
performance in their units and how to monitor and improve writing. 
The seminar uses individual self-assessments, small-group work, 
short lectures, practical exercises, and class discussions to provide 
participants with a useful writing management model and effective 
evaluation criteria. 


Target Audience 


This course is designed for DOL managers (GS/GM 12-15). 


(Continued) 
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MANAGING THE WRITING OF OTHERS 


MDSS-001 


Prerequisites 


There are no prerequisites for this course. However, completion of 
Effective Writing Techniques (MDSS-013) would be helpful. 


Duration 1 day 


TOOLS FOR PERFORMANCE 
MANAGEMENT 


MDSS-002 


Course Goal 


Managers understand the DOL Performance Management Review 
System and are able to track daily performance and conduct formal 
appraisals. 


Course Objectives 


Upon completing this course, participants will be able to: 


e establish performance standards 
e develop techniques for tracking employee performance 


e coach subordinates when improvement or development 
needs surface 


e conduct a formal +, “tmance appraisal session 


e planthe framewe |. follow-up and the next appraisal 
cycle. 
Class Overview 


Through surveys, exercises, short lectures, and role plays, 
participants know the lessons for establishing performance 
standards, and learn and practice techniques for giving feedback, 
coaching, and conducting formal appraisals. 


Target Audience 


This course is designed for DOL managers (GS/GM 12-15). 


(Continued) 
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TOOLS FOR PERFORMANCE 
MANAGEMENT 


MDSS 402 


Prereg uisites 


There are no prerequisites for this course, 


Duration 2 or 3 days 


College Credit Recommendation 


1 semester hour of credit in Business Management 


MANAGING DIFFICULT EMPLOYEES 


MDSS 4003 


Course Goal 


Managers acquire multiple strategies for identifying and handling 
common types of difficult behavior encountered in organizations, 


Course Objectives 


Upon completing this course, participants will be able to: 


recognize a varicty of difficult behaviors 


determine whether a performance problem results from a 
skill deficiency or a motivational deficiency 


evaluate options for dealing with employee skill deficiencies 


develop multiple strategies for handling various types of 
hard-to-manage employees 


exhibit coaching and counseling skills to use with difficult 
employees. 


Class Overview 


Difficult employees reduce productivity, lower morale among their 
colleagues, and take up valuable supervisory time that could be 
better spent on other management tasks. This seminar helps 
participants build a repertoire of coaching, counseling, and 
communication skills to assist them in more ably managing difficult 
employees they encounter on the job. A variety of instructional 
activities are employed: individual self-assessment, small-group 
work, role plays, lecture-discussions, and classroom demonstrations. 


(Continued) 


MANAGING DIFFICULT EMPLOYEES 


MDSS-003 


Target Audience 


This course is designed for DOL managers (GS/GM 12-15). 


Prerequisites 


There are no prerequisites for this course. 


Duration 2 days 


TIME MANAGEMENT AND DELEGATION 


MDSS4))4 


Course Goal 


Managers learn to manage time and delegate work more effectively, 


Course Objectives 


Upon completing this course, participants will be able to: 


e assess their present use of time 
e identify and analyze main sources of wasted time 


e apply basic principles, strategies, and techniques of 
effective time management 


e use the delegation process to get results and stimulate 
employee growth. 


Class Overview 


Managing time and delegating work are flip sides of the same coin: 
delegating work effectively takes time, but it also creates time once 
the process of delegating is clearly understood and mastered. This 
seminar teaches time management techniques and delegation 
strategies through a variety of activities including: films, 
self-assessment surveys, short lectures, discussions, and individual 
and group exercises. 


Target Audience 
This course is designed for DOL managers (GS/GM 12-15). 


Prerequisites 
There are no prerequisites for this course. 


Duration 2 days 
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MAKING MEETINGS WORK 


MDSS-00S 


Course Goal 


Managers learn how to conduct more effective meetings. 


Course Objectives 


Upon completing this course, participants will be able to: 


clarify purpose, tasks, and roles to accomplish overall 
objectives for a meeting 


plan and conduct a meeting to achieve desired results 


identify the responsibilities of the meeting leader and the 
mecting participants 


create an open, supportive environment for building group 
morale, commitment, and productivity 


adjust leadership style to maximize the meeting’s 
effectiveness 


handle problem situations and "disruptive individuals" 


evaluate the mceeting’s effectiveness. 


Class Overview 


Through a combination of short lectures, a videotape, and role plays, 
participants examine why some meetings achieve their objectives 
while others do not. During the course, participants also learn ways 
to address (1) content issues so that tasks are completed, and (2) 
people issues so that everyone is committed to achieving the 
identified goal. 


(Continued) 
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MAKING MEETINGS WORK 


Target Audience 
This course is designed for DOL managers (GS/GM 12-15), 


Prerequisites 


There are no prerequisites for this course. 


Duration 2 days 
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PERSONALITY TYPE AND 
MANAGEMENT STYLE 


MDSS-06 


Course Goal 


Managers better understand their own personality preferences and 
how these preferences affect their ways of relating to and managing 


employees. 
Course Objectives 
Upon completing this course, participants will be able to: 


e understand and appreciate how persons with similar 
personality preferences exhibit similar responses to people 
and situations 

e describe the characteristic behavior of various personality 
types, and identify ways of working cooperatively with 
similar and dissimilar types of people 

e understand the management implications of their own 
personality types. 


Class Overview 


Through a series of short lectures and exercises, participants learn 
about the different types of personalities and their implications for 
interpersonal interactions (with special emphasis on the 
manager-employee relationship). Prior to the class, participants 
complete the Myers-Briggs Type Indicator, which will be scored and 
returned to the participants during the class. 


Target Audience 
This course is designed for DOL managers (GS/GM 12-15). 


(Continued) 


PERSONALITY TYPE AND 
MANAGEMENT STYLE 


MDSS-006 


Prerequisites 


There are no prerequisites for this course. 


Duration 


2 days 


- 45 - 


COMMUNICATING FOR RESULTS 


MDSS-007 


Course Goal 


Managers acquire a varicty of communication skills that will improve 
their working relationships with peers, subordinates, and superiors. 


Course Objectives 


Upon completing this course, participants will be able to: 
e understand the complexities of the interpersonal 
communication process 


e appreciate the advantages and disadvantages of their own 
communication styles 


e develop strategies for minimizing typical communication 
problems 


e assess the special communication issues that may arise in 
DOL 


e develop a plan for improving their own communication 
skills. 


Class Overview 
Participants understand the critical role they play in building 
effective communications within their work units. With a special 
emphasis on manager-to-group communication, this seminar 


includes theory, individual self-assessment, small-group work, brief 
lectures, role plays, discussions, and practical exercises. 


Target Audience 


This course is designed for DOL managers (GS/GM 12-15). 


(Continued) 


COMMUNICATING FOR RESULTS 


MDSS~07 


Prerequisites 


There are no prerequisites for this course. 


Duration 2 days 


College Credit Recommendation 


1 semester hour of credit in Business Management 
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MANAGING CONFLICT CREATIVELY 


MDSS-008 


Course Goal 
Managers understand their own style of conflict management and 


learn specific techniques for effectively handling common conflicts in 
the workplace. 


Course Objectives 
Upon completing this course, participants will be able to: 


e analyze the positive and negative aspects of conflict 
e identify their preferred styles for managing conflict 


e evaluate the effects of conflict on members of 
problem-solving groups 


e develop strategies and specific behaviors to strengthen their 
conflict management competencies. 


Class Overview 


This seminar is built around a variety of instructional activities 
including theory presentations, assessment surveys, films, small 
group work, role plays, and class discussion. The intent is to increase 
participant understanding of the underlying issues of conflict and to 
provide an opportunity to discuss, develop, and practice strategies 
for managing conflict. 


Target Audience 


This course is designed for DOL managers (GS/GM 12-15). 


Prerequisites 


There are no prerequisites for this course. 


Duration 2 days 


ART OF POSITIVE NEGOTIATION 


MDSS-009 


Course Goal 


Managers develop a repertoire of practical, informal negotiating 
skills for everyday use in the workplace. (This course is NOT 
designed to provide the formal negotiating skills needed by 
contracting officers, labor-management relations officers, and 
attorneys.) 


Course Objectives 


Upon completing this course, participants will be able to: 


e list communication styles used in negotiating 

e know how to adapt style to audience and context 

e explain common negotiating strategies 

e develop their own repertoire of negotiating strategies 


e conduct a negotiation session. 


Class Overview 


Through short lectures, assessment surveys, and group discussions, 
participants will learn various styles of negotiation and when to use 
each style. They will practice their negotiating techniques in 
classroom demonstrations and simulations. 


Target Audience 


This course is designed for DOL managers (GS/GM 12-15). 


(Continued) 
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ART OF POSITIVE NEGOTIATION 


MDSS-009 


Prerequisites 


There are no prerequisites for this course. 


Duration 2 days 


College Credit Recommendation 


1 semester hour of credit in Business Management 


TEAM BUILDING FOR BETTER RESULTS 


MDSS-010 


Course Goal 


Managers can assess and use the unique skills, talents, and 
personalities of their employees to build strong, collaborative work 
teams. 


Course Objectives 


Upon completing this course, participants will be able to: 
e describe the benefits of team building for individuals and 
for organizations 


e understand and appreciate why there may be some 
resistance to team building within their own units 


e identify the key elements for effective team building 
e diagnose the skills and talents of each team member 


e establish procedures for monitoring and coordinating the 
efforts of whatever teams they establish 


e apply basic strategies for reducing interpersonal conflict 
that may arise within a team. 


Class Overview 


Participants learn how to build a cohesive working unit of people 
sharing common goals, while retaining and valuing the uniqueness of 
each team member. The course uses diverse instructional 
approaches, including self-assessment surveys, small-group work, 
exercises, simulation games, and discussions. 


(Continued) 
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TEAM BUILDING FOR BETTER RESULTS 


MDSS-410 


Target Audience 
This course is designed for DOL managers (GS/GM 12-15), 


Prerequisites 


There are no prerequisites for this course. However, completion of 
the Human Side of Management (SDP-003) course is desirable. 


Duration 2 days 
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STRESS MANAGEMENT FOR MANAGERS 


MDSS-O11 


Course Goal 


Managers learn what causes the stress in their daily lives and how to 
apply strategies for reducing such stress. 


Course Objectives 


Upon completing this course, participants will be able to: 


e explain what stress is (positive and negative types) 
e understand how stress develops 


e appreciate the short- and long-term health effects of stress 
e diagnose their present sources and levels of stress 
e analyze their individual responses to stress 


e define and discuss a variety of proven stress-management 
techniques 

e develop a personal plan for improving their stress 
management (with special focus on workplace stress). 


Class Overview 


This seminar deals with stress management on a personal, practical 
level by emphasizing identification and analysis of stressors. Using a 
film, self-assessment devices, short lectures, small-group work, and 
class discussions, participants learn techniques for ensuring sound 
physical and mental health, and have an opportunity to practice 
stress-reduction exercises in class. 


(Continued) 


- 53- 


STRESS MANAGEMENT FOR MANAGERS 


MDSS-011 


Target Audience 


This course is designed for DOL managers (GS/GM 12-15). 


Prerequisites 


There are no prerequisites for this course. 


Duration 2 days 


College Credit Recommendation 


1 semester hour of credit in Business Management 


LEADERSHIP AND MOTIVATION 
SKILLS FOR THE 90's 


MDSS-012 


Course Goal 


Managers have a model for analyzing their staff needs for leadership 
and understanding motivational issues so they can determine clear 
strategies for influencing and leading others. 


Course Objectives 


Upon completing this class, participants will be able to: 


e define the short- and long-term objectives of their work 
units 


@ recognize and apply leadership strategies to attain desired 
objectives and using this understanding to achieve group 
goals 


e describe the motives of individual workers 


e encourage self-confidence and creativity within their 
organizational units. 


Class Overview 


This seminar familiarizes participants with up-to-date leadership 
models and motivational approaches currently used in professional 
environments. The course uses a variety of instructional activities 
including assessment surveys, small-group work, theory 
presentations, a film, and discussions based on participant 
experience. 


(Continued) 
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LEADERSHIP AND MOTIVATION 
SKILLS FOR THE 90's 


MDSS-012 


Target Audience 


This course is designed for DOL managers (GS/GM 12-15). 


Prerequisites 


There are no prerequisites for this course. Completion of the 
Human Side of Management (SDP-003) course is desirable. 


Duration 2 days 


EFFECTIVE WRITING TECHNIQUES 


MDSS-4013 


Course Goal 


A five-step model will show managers how to produce clear, concise, 
well-organized, and persuasive writing. 


Course Objectives 


Upon completing this course, participants will be able to: 


e understand the rationale for different types of writing 
e appreciate different format options 

e identify the audience for each writing assignment 

e develop and organize the body of their writing projects 
e write, revise, and edit for greater clarity and readability 


e format their writing for conciseness, coherence, and 
professional appearance. 


Class Overview 


This refresher on stylistic and organizational aspects of writing 
covers how to: get and keep the reader’s attention, overcome 
writer’s block, and write good task instructions. The seminar 
emphasizes participant activity through individual and small-group 
practical exercises, short lectures and discussions, and in-class 
writing assignments. 


Target Audience 


This course is designed for DOL managers (GS/GM 12-15) and 
DOL professionals (GS 5-15). 


(Continued) 
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EFFECTIVE WRITING TECHNIQUES 


MDSS-013 


Prerequisites 


There are no prerequisites for this course. 


Duration 2 days 


College Credit Recommendation 


When taken in combination with Report Writing (MDSS-014), 2 
semester hours of credit in English 


REPORT WRITING 


MDSS-014 


Course Goal 


Professionals will learn time-saving techniques for writing clear, 
effective reports both formal and informal. 


Course Objectives 


Upon completing this course, participants will be able to: 


e apply new, non-linear techniques for generating ideas 
e present their ideas logically and sequentially 
e focus their writing on the reader 


e prepare short and long papers with multiple points for 
various audiences 


e choose effective formats for written presentations 
e write strong sentences and paragraphs 


e produce concise, easy-to-read, persuasive reports. 
Class Overview 


This course outlines the process of developing well-written reports. 
Activitics include individual self-assessments, small-group work, 
short lectures, in-class writing exercises, class discussions, and 
constructive critiques by the instructor and other participants. 


Target Audience 


This course is designed for DOL managers (GS/GM 12-15) and 
DOL professionals (GS 5-15). 


(Continued) 
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REPORT WRITING 


MDSS-014 


Prerequisites 


There are no prerequisites for this course. However, completion of 
Effective Writing Techniques (MDSS-013) would be helpful. 


Duration 2 days 


College Credit Recommendation 


When taken in combination with Effective Writing Techniques 
(MDSS-013), 2 semester hours of credit in English (NOTE: 
OSI-013, also titled "Effective Writing Techniques," does NOT 
contribute to college credit.) 


PROFESSIONAL 
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Force 


The DOL Academy 
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Course 


PDSS-001 


PDSS-002 


PDSS-002 


PDSS-003 


PDSS-004 


PDSS-005 


PDSS-006 


PDSS-007 


PDSS-008 


PDSS-009 


PDSS COURSE SCHEDULE 


NATIONAL OFFICE 


Classes are held from 9:00 - 4:00 


Title 
Effective Writing Techniques 
Report Writing 


Technical Report Writing 


Enhancing Communication Skills 
to Improve Effectiveness 


Professional Briefing Techniques 
Time Management for Professionals 
Managing Stress 


All You Need to Know About 
Becoming a Supervisor 


Maximizing Your Potential as 
a DOL Professional 


Managing Your Career 


* BLS course held in GAO Building 


Dates 
NOV 9-10 
APR 24-25 
DEC 8-9* 
MAR 16-17* 
JUN 8-9* 
MAR 30-31 
AUG 15-16 


FEB 13-14 


DEC 1-2 


OCT 13-14 


JUN 8-9 


JAN 9-10 


- 63- 


Course 


PDSS-001 


PDSS-002 


PDSS-003 


PDSS-004 


PDSS-005 


PDSS COURSE SCHEDULE 


REGIONAL OFFICES 


Classes are held from 9:00 - 4:00 


Title 


Effective Writing 
Techniques 


Report Writing 


Enhancing 
Communication 
Skills to Improve 
Effectivenes 


Professional Briefing 
Techniques 


Time Management 
for Professionals 


* MSHA Training Academy 


Location 


Chicago 
Boston 
Philadelphia 
San Francisco 
Seattle 

Dallas 


Atlanta 

New York 
Kansas City 
Atlanta 

San Francisco 


Charleston, WV 
Seattle 


* Beckley, WV 


Kansas City 
Chicago 


Atlanta 


Dallas 


Chicago 

Denver 
Charleston, WV 
New York 
Boston 

Dallas 

San Francisco 


Dates 


NOV 21-22 
DEC 15-16 
JAN 11-12 
MAY 15-16 
MAY 18-19 
AUG 9-10 


JAN 5-6 
JAN 9-10 
MAR 6-7 
APR 13-14 
AUG 14-15 


NOV 21-22 
JAN 26-27 
MAY 10-11 
MAY 24-25 
JUN 14-15 


NOV 30- 
DEC 1 
MAY 23-24 


MAR 14-15 
APR 26-27 
MAY 3-4 
JUN 20-21 
JUN 26-27 
JUL 11-12 
JUL 19-20 


PDSS COURSE SCHEDULE 


REGIONAL OFFICES 


(continued) 
Course Title Location Dates 
PDSS-006 Managing Stress San Francisco NOV 14-15 
Denver NOV 16-17 
Boston JUL 17-18 
Charleston, WV AUG2-3 
PDSS-007_ All You Need to New York OCT 5-6 
Know About Kansas City MAR 22-23 
Becoming a Supervisor 
PDSS-008 Maximizing Your Seattle OCT 5-6 
Potential as a Denver FEB 8-9 
DOL Professional 
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EFFECTIVE WRITING TECHNIQUES 


PDSS-001 


Course Goal 


A five-step model will show professionals how to produce clear, 


concise, well-organized, and persuasive writing, 


Course Objectives 


Upon completing this course, participants will be able to: 


understand the rationaic tor different types of writing 
appreciate different format options 

identify the audience for cach writing assignment 
develop and organize the body of their writing projects 
write, revise, and edit for greater clarity and readability 


format their writing for conciseness, coherence, and 
professional appearance. 


Class Overview 


This refresher on stylistic and organizational aspects of writing 
covers how to: get and keep the reader’s attention, overcome 
writer’s block, and write good task instructions. The seminar 
emphasizes participant activity through individual and small-group 
practical exercises, short lectures and discussions, and in-class 


writing assignments. 


(Continued) 
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EFFECTIVE WRITING TECHNIQUES 


PDSS-001 


Target Audience 


This course is designed for DOL professionals (GS 5-15) and DOL 
managers (GS/GM 12-15). 


Prerequisites 
There are no prerequisites for this course. 


Duration 2 days 


College Credit Recommendation 


When taken in combination with Report Writing (PDSS-002), 2 
semester hours of credit in English 


REPORT WRITING 


PDSS-002 


Course Goal 


Professionals will learn time-saving techniques for writing clear, 
effective reports both formal and informal. 


Course Objectives 


Upon completing this course, participants will be able to: 


e apply new, non-lincar techniques for generating ideas 
e present their ideas logically and sequentially 
e focus their writing on the reader 


e prepare short and long papers with multiple points for 
various audiences 


e choose effective formats for written presentations 
e write strong sentences and paragraphs 


e produce concise, easy-to-read, persuasive reports. 
Class Overview 


This course outlines the process of developing well-written reports. 
Activities include individual self-assessments, small-group work, 
short lectures, in-class writing exercises, class discussions, and 
constructive critiques hv the instructor and other participants. 


Target Audience 


This course is designed for technical and non-technical DOL 
professionals (GS 5-15) and DOL managers (GS/GM 12-15). 


(Continued) 
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REPORT WRITING 


PDSS-002 


Prerequisites 


There are no prerequisites for this course. However, completion of 
Effective Writing Techniques (PDSS-001) would be helpful. 


Duration 2 days 


College Credit Recommendation 


When taken in combination with Effective Writing Techniques 
(PDSS-001), 2 semester hours of credit in English (NOTE: 
OSI-013, also titled "Effective Writing Techniques," docs NOT 
contribute to college credit.) 


BEST COPY AVAILABLE 


ENHANCING COMMUNICATION SKILLS 
TO IMPROVE EFFECTIVENESS 


PDSS-003 


Course Goal 


Participants acquire a basic foundation in the communication skills 
most critical to on-the-job success: active listening, speaking 
assertively, and giving/receiving constructive feedback. 


Course Objectives 
Upon completing this course, participants will be able to: 

@ assess personal strengths and weaknesses in communication 
e avoid pitfalls of non-productive communication patterns 
@ overcome common blocks to listening 
e use effective active listening techniques 
e respond to criticism in a non-defensive manner 
e give constructive feedback 


e use the assertiveness model to deal appropriately with 
co-workers and superiors. 


Class Overview 


Focused on building positive communication interactions, this 
seminar describes a model for communicating effectively. Activities 
include demonstrations of communication techniques, a film, and 
small-group practice sessions. 


(Continued) 
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ENHANCING COMMUNICATIONS SKILLS 
TO IMPROVE EFFECTIVENESS 


PDSS-003 


Target Audience 

This course is designed for DOL professionals (GS 5-12). 
Prerequisites 

There are no prerequisites for this course. 


Duration ' 2 days 


PROFESSIONAL BRIEFING TECHNIQUES 


PDSS-004 


Course Goal 


Professionals acquire a model for delivering briefings and assessing 
their own skills in light of the model. 


Course Objectives 


Upon completing this course, participants will be able to: 


e determine the purpose of a presentation 


e analyze the intended audience, and organize content 
appropriately 


e create visual aids that have impact 


e understand how anxiety affects presentations and how to 
channel that anxiety 


@ assess presentation style, skills, strengths, and weaknesses. 
Class Overview 
This workshop is highly interactive. Through short lectures and a 
demonstration, participants are introduced to an effective briefing 
model. Various exercises provide useful "stand-up" practice and 


debriefings provide valuable feedback from the instructor and other 
participants. 


Target Audience 


This course is designed for DOL professionals (GS 5-12). 


(Continued) 


PROFESSIONAL BRIEFING TECHNIQUES 


PDSS-004 


Prerequisites 


There are no prerequisites for this course. 


Duration 2 days 


College Credit Recommendation 


When taken in combination with Time Management for 
Professionals (PDSS-005), All You Need to Know About Becoming 
a Supervisor (PDSS-007), and Maximizing Your Potential as a DOL 
Professional (PDSS-008), 2 semester hours of credit in Professional 
Orientation (All four courses must be completed to receive college 
credit.) 
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BEST COPY AVAILABLE 


TIME MANAGEMENT 
FOR PROFESSIONALS 


PDSS-005 


Course Goal 


Workers can diagnose their own positive and negative uses of time, 
overcome procrastination, prioritize their work, and practice 
techniques for improving their time management. 


Course Objectives 


Upon completing this course, participants will be able to: 


e identify time-wasters 

e develop systems for prioritizing work 

e streamline the flow of paperwork 

e create efficient personal work environments 

@ overcome procrastination 

e set and achieve reasonable goals 

e develop action plans for immediate, on-the-job application. 

Class Overview 

Through a series of short lectures, films, self-assessment surveys, and 
work-analysis exercises, participants identify and practice techniques 


for setting work priorities and goals, and devise plans to become 
better organized and eliminate typical time-wasters. 


Target Audience 


This course is designed for DOL professionals (GS 5-12). 


(Continued) 
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TIME MANAGEMENT 
FOR PROFESSIONALS 


PDSS-005 


Prerequisites 


There are no prerequisites for this course. 


Duration 2 days 


College Credit Recommendation 


When taken in combination with Professional Briefing Techniques 
(PDSS-004), All You Need to Know About Becoming a Supervisor 
(PDSS-007), and Maximizing Your Potential as a DOL Professional 
(PDSS-008), 2 semester hours of credit in Professional Orientation 
(All four courses must be completed to receive college credit.) 
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MANAGING STRESS 


PDSS-006 


Course Goal 


Employees recognize the major causes of physical and mental stress 
and learn specific stress-reduction strategies. 


Course Objectives 


Upon completing this course, participants will be able to: 
e understand the causes and effects of stress on physical and 
mental health 


e identify sources of personal and professional stress in their 
lives 
e evaluate their personal stress-management techniques 


e develop a plan for handling stress on the job more 
effectively. 


Class Overview 
This seminar is designed to provide participants with an overall 
understanding of stress as well as an individualized look at how stress 
affects them. The intent is to help participants acquire specific 
stress-management techniques for the workplace. Instructional 


activities include films, individual self-assessment, small-group work, 
lecture-discussion, and stress-management exercises. 


Target Audience 


This course is designed for DOL professionals (GS 5-12). 


Prerequisites 


There are no prerequisites for this course. 


Duration 2 days 


7. 


ALL YOU NEED TO KNOW ABOUT 
BECOMING A SUPERVISOR 


PDSS-007 


Course Goal 


Professionals learn what it is like to be a supervisor and what 
practical skills supervisors must have. 


Course Objectives 


Upon completing this course, participants will be able to: 


e describe six key supervisory roles (planning, motivating, 
communicating, delegating, disciplining, and evaluating) 


e assess the levels of their personal interest, comfort, and skill 
for each supervisory role 


e define and evaluate their personal strengths and 
weaknesses as potential supervisors 


e write career development action plans for developing the 
knowledges, skills, and abilities required for handling the 
various supervisory roles. 


Class Overview 


Participants are given an informal orientation to the world of 
supervision. By grounding participants in the specific roles and 
responsibilities of supervisors, the course helps participants assess 
their interests and aptitudes for managing others. The course uses 
various teaching media and methodologies including a film, a case 
study, individual self-assessment, small-group work, practical 
exercises, and lecture-discussions. 


(Continued) 
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ALL YOU NEED TO KNOW ABOUT 
BECOMING A SUPERVISOR 


PDSS-007 


Target Audience 


This course is designed for DOL professionals (GS 5-12) who are 
interested in becoming supervisors. 


Prerequisites 


There are no prerequisites for this course. 


Duration 2 days 


College Credit Recommendation 


When taken in combination with Professional Briefing Techniques 
(PDSS-004), Time Management for Professionals (PDSS-095), and 
Maximizing Your Potential as a DOL Professional (PDSS-8), 2 
semester hours of credit in Professional Orientation (All four 
courses must be completed to receive college credit.) 


MAXIMIZING YOUR POTENTIAL AS A 
DOL PROFESSIONAL 


PDSS 4008 


Course Goal 


Participants analyze their personal motivational needs, value 
orientation, and communication skills, and identify areas requiring 
improvement for professional growth, 


Course Objectives 


Upon completing this course, participants will be able to: 
e describe their personal behavioral preferences and value 
systems 


e appreciate how different behavioral preferences and values 
affect relationships with co-workers 


e understand the key concepts of interpersonal 
communication (and the most common barriers to 
communication) 


e use new insights to further their self-actualization as DOL 
professionals. 


Class Overview 
Participants assess motivational needs, values, and personality 
preferences using profile surveys. Through discussion, exercises, and 


a film, they assess where they are in terms of their goals and where 
they need to grow to attain peak performance. 


Target Audience 


This course is designed for DOL professionals (GS 5-12). 


(Continued) 


MAXIMIZING YOUR POTENTIAL AS A 
DOL PROFESSIONAL 


Prerequisites 


There are no prerequisites for this course. 


Duration 2 days 


College Credit Recommenda.ion 


When taken in combination with Professional Briefing Techniques 
(PDSS-004), Time Management for Professionels (PDSS-005), and 
All You Need to Know About Becoming a Supervisor (PDSS-007), 2 
semester hours of credit in Professional Orientation (All four 
courses must be completed to receive college credit.) 
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MANAGING YOUR CAREER 


PDSS-009 


Course Goal 


Participants can (1) interpret their functional skills, interest patterns, 
work values, and personality traits; (2) review carcer-development 
options; and, (3) take action toward realization of new or renewed 
career directions. 


Course Objectives 


Upon completing this course, participants will be able to: 
e describe and interpret their functional skills (and 
consequent implications for career decision-making) 


e understand the significance of occupational interest areas 
in career planning 


e appreciate the importance of work values in career planning 

e identify personality traits and their influence on career 
choices 

e develop an action plan for career development. 


Class Overview ¢ 


Using a variety of workshop methods (including assessment surveys, 
educational games, and films), participants identify the major 
elements and issues affecting personal career decision-making. 
Additionally, participants explore resources for occupational 
information and develop a three-month career plan for their 
immediate use. 


(Continued) 
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MANAGING YOUR CAREER 


PDSS-009 


Target Audience 


This course is designed for DOL professionals (GS 5-12), 


Prerequisites 


There are no prerequisites for this course. 


Duration 2 days 
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OFFICE SKILLS INSTITUTE 
(OSI) 


The Office Skills Institute is designed to reinforce job skills and to 
stimulate enhanced professionalism for clerical, secretarial, and 
other support occupations in the Department. Through a series of 
long-term courses and seminars, employees are provided training in 
the skills required for successful job performance. In addition, small 
group and individualized instruction is available through the 
Individualized Instruction Lab. Future plans for the Office Skills 
Institute include the development and implementation of: 


@ core and elective clerical training and certification 
programs for new and current clerical and secretarial 
employees 


@ special training programs for secretarial employees who 
have demonstrated outstanding performance capabilities 


@ programs {to assist supervisors in carrying out their 
responsibilities for the training and development of clerical, 
secretarial, and other support employees. 


BLANK PAGE 
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OSI COURSE SCHEDULE 


NATIONAL OFFICE LONG-TERM COURSES 
Fall 1988 
Course Title Days Times Dates 
OSI-002 Individualized MandTH  9:00-12:00 OCT 3-DEC 15* 
Instruction 
Lab 
OSI-014 Proofreading T-W 8:30-10:30 OCT 25-DEC 7* 
Winter/Spring 1989 
Course Title Days Times Dates 
OSI-002 Individualized MandTH  9:00-12:00 FEB6-MAY 25 
Instruction 
Lab 
OSI-007 Essentials of T-W-TH _— 8:30-10:00 FEB7-APR 13 
Grammar 
OSI-009 Essentials of T-W-TH 10:30-12:00 FEB 7-APR 13 
Writing 
OSI-010 Keyboarding T-W 1:00-3:00 FEB7-MAR 15 
OSI-012 Speedbuilding T-W 10:00-12:00 FEB 7-APR 5 
OSI-114 Proofreading T-W 1:00-3:00 MAR 21-APR 26 


* Classes will not meet during the week 
of NOV 20 (Thanksgiving week). 


- 89. 


OSI COURSE SCHEDULE 


NATIONAL OFFICE SEMINARS 


Fall 1988 
Course Title Days Times Dates 
OSI-003 Telephone T 9:00-4:00 NOV 15*** 
Techniques and 
Public Contact 
OSI-005_ Travel and T-W-TH 9:00-12:00* OCT 25-27 
Transportation T-W-TH 1:00-4:00** OCT 25-27 
OSI-006 Records WwW 9:00-12:00 OCT 12-13 
and Files TH 9:00-4:00 
Management 


OSI-016 Effective Report § W-TH 9:00-4:00 DEC7-8 


Writing 
OSI-017_ Career T-W 9:00-12:00 OCT 18-20 
Development TH 9:00-4:00 
for DOL 
Employees 


OSI-018 Updating Your T-W-TH — 9:00-12:00 NOV 1-3 
SF-171/Improving 
Your Employment 
Interviewing Skills 


OSI-019 Professional T-W 9:00-4:00 NOV8-9 
Effectiveness 


OSI-021 Organizing for W-TH 9:00-4:00 NOV 16-17 
Work 


Section A 
Section B 
GAO Bldg. 


*e* 


OSI COURSE SCHEDULE 


NATIONAL OFFICE SEMINARS 


Fall 1988 
(continued) 

Course Title Days 
OSI-024 Effective Listening W-TH 

and Memory 

Development 
OSI-026 Understanding Ww 

Yourself TH 

and Others 


OSI-029 Stress Management W-TH 


Times Dates 


9:00-4:00 DEC 14-15 


9:00-12:00 OCT 5-6 
9:00-4:00 


9:00-4:00 NOV30-DEC1 
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Course 


OSI-003 


OSI-004 


OSI-005 


OSI-006 


OSI-013 


OSI-017 


OSI-018 


OSI COURSE SCHEDULE 


NATIONAL OFFICE SEMINARS 


Winter/Spring 1989 
Title Days Times Dates 

Telephone W-TH 9:00-4:00 MAR 1-2 

Techniques and 

Public Contact 
Time and T-W-TH — 9:00-12:00* FEB 14-16 

Attendance T-W-TH _ 1:00-4:00** FEB 14-16 
Travel and T-W-TH — 9:00-12:00* MAR 21-23 

Transportation T-W-TH _ 1:00-4:00** MAR 21-23 
Records and Files W 9:00-12:00 APR45 

Management TH 9:00-4:00 


Effective Writing © W-TH 9:00-4:00 APR 19-20 
Techniques 


Career T-W 9:00-12:00 MAY 16-18 
Development TH 9:00-4:00 
for DOL 
Employees 


Updating Your T-W-TH — 9:00-12:00 MAY 9-11 
SF-171/Improving 
Your Employment 
Interviewing Skills 


+ 


Section A 
Section B 
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OSI COURSE SCHEDULE 


NATIONAL OFFICE SEMINARS 


Winter/Spring 1989 


(continued) 
Course Title Days Times Dates 
OSI-019 Professional TW 9:00-4:00 FEB 7-8°** 
Effectiveness 
OS1-020 Developing W-TH 9:00-4:00 MAY 3-4 
Leadership Skills 
OSI-022 The Secretary as V-TH 9:00-4:00 MAR 8-9 
a Member of 
the Management 
Team 


OS1-024 Effective Listening W-TH 9:00-4:00 MAY 24-25 
and Memory 
Development 


OSI-025 Effective Oral W-TH 9:00-4:00 MAR 29-30 
Communications 


OSI-027 Assertive T-W 9:00-4:00 FEB 7-8 
Communications 


OS1-028 Conflict W-TH 9:00-4:00 MAR 15-16 
Resolution in 
the Workplace 


OSI-030 = Achieving Your T-W 9:00-4:00 APR 11-12 
Potential 


*** = GAO Bldg. 


Course 


OSI-003 


OSIL-013 


OSI-014 


OSI-016 


OSI-017 


OSI-019 


OSI-021 


OSI-022 


OSI-024 


OSI COURSE SCHEDULE 


REGIONAL OFFICES 


Title 


Telephone Techniques 
and Public Contact 


Effective Writing 
Techniques 


Proofreading 


Effective Report Writing 


Career Development 
for DOL Employees 


Professional 
Effectiveness 


Organizing for Work 
The Secretary as 
a Member of the 


Management Team 


Effective Listening and 
Memory Development 


FY 1989 


Location 


New York 


New York 


New York 
Jacksonville, FL 
San Francisco 


Pikeville, KY 


Charleston, WV 
Kansas City 
Denver 

San Francisco 
Seattle 


Dates 


JUL 1 


APR 5-6 


DEC 6 
MAR 22-23 
FEB 8-9 


MAY 9-10 
APR 25-26 


MAY 16-17 
AUG 22-23 


JAN 25-26 


OCT 26-27 


MAY 16-17 


OCT 18-19 
FEB 1-2 
FEB 23-24 
APR 12-13 
JUN 7-8 


OSI] COURSE SCHEDULE 


REGIONAL OFFICES FY 1989 


(continued) 
Course Tithe Location Dates 
OSL-025 —_— Effective Oral Philadelphia NOV 16-17 
Communications 
OSI-029 = Stress Management Seattle MAR 29-30 
OSL-OM) ~—s Achieving Your Potential Boston NOV 8-9 


Dallas FEB 1-2 


BLANK PAGE 


DOL OFFICE PRACTICES AND 
PROCEDURES 


OSTA 


Course Goal 


This course introduces participants to the fundamentals of office 
procedures at the Department of Labor, 


Course Objectives 


Upon completion of this course, participants will be able to; 


e describe the basic missions and functions of DOL 
@ practice good oral and written communication 
e create, store, protect, control, use, and file records correctly 


e demonstrate telephone courtesy and effective telephone 
techniques 


e proofread accurately and efficiently 


e identify and use common proofreading symbols. 
Class Overview 


Topics covered include the functions of the Department of Labor, 
organizing for maximum productivity, communicating effectively, 
proofreading accurately, and filing and managing records. In 
simulations and group exercises, participants practice important 
office skills. 


Target Audience 


This course is designed for administrative, clerical, and technical 
staff in Grades GS 1-11. 


(Continued) 
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DOL OFFICE PRACTICES AND 
PROCEDURES 


OSI-001 


Prerequisites 


There are no prerequisites for this course. 


Duration 1 or 2 days 


College Credit Recommendation 


When the 2-day DOL Office Practices and Procedures is taken in 
combination with the 2-day Telephone Techniques and Public 
Contact (OSI-003), 1 semester hour of credit in Business Education. 


INDIVIDUALIZED INSTRUCTION LAB 


OSI402 


Course Goal 


This course helps employees who need to strengthen basic reading, 
math, and English skills or prepare for the GED test. 


Course Objectives 


Upon completion of this course, participants will be able to: 


e demonstrate gains in the subject area in which they are 
receiving instruction (see Class Overview, below). 


Class Overview 
Specific skills taught will depend on individual needs of the 
participants. The course offers individualized and small group 
instruction in reading, math, English, and GED preparation. All 


participants will be given a pretest to determine appropriate 
placement. 


Target Audience 


This course is primarily designed for administrative, clerical, and 
technical staff in Grades GS 1-11. 


Prerequisites 
There are no prerequisites for this course. 


Duration Varies with the individual 


TELEPHONE TECHNIQUES AND 
PUBLIC CONTACT 


OS1403 


Course Goal 


This course increases participants’ telephone skills and helps them 
deal with the public efficiently and courteously. 


Course Objectives 


Upon completion of this course, participants will be able to: 


e complete a standard message form 


e describe at least five elements which contribute to effective 
interpersonal communications 


e greet office visitors effectively 


e respond to telephone calls courteously. 
Class Overview 


Through short lectures, exercises, and simulations, participants will 
discuss and practice skills for dealing with the public effectively and 
professionally. 


Target Audience 


This course is designed for administrative, clerical, and technical 
staff in Grades GS 1-11. 


Prerequisites 


There are no prerequisites for this course. 


(Continued) 
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TELEPHONE TECHNIQUES AND 
PUBLIC CONTACT 


OS1-4003 


Duration 1 or 2 days 


College Credit Recommendation 


When the 2-day Telephone Techniques and Public Contact is taken 
in combination with the 2-day DOL Office Practices and Procedures 
(OSI-001), 1 semester hour of credit in Business Education 
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TIME AND ATTENDANCE 


OSi 004 


Course Goal 


This course familiarizes employees with timekeeper responsibilities 
and provides guidance for accurate timecard completion. 


Course Objectives 


Upon completion of this course, participants will be able to: 


e define the duties of a timekeeper 
e identify time-and-attendance documents 
e list and define time ategories 


e complete accurate timecards for full- and part-time 
employees 


e identify flexitime plans 
@ maintain flexitime records. 
Class Overview 
A combination of short lectures and exercises gives participants a 


working knowledge of the basic policies, regulations, and procedures 
that govern regular and flexitime recordkeeping. 


Target Audience 


This course is designed for administrative, clerical, and technical 
staff in Grades GS 1-11. 


Prerequisites 


There are no prerequisites for this course. 


Duration 1 1/2 days 
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TRAVEL AND TRANSPORTATION 


OS1-005 


Course Goal 


This course provides employees with a basic knowledge of Federal 
Travel Regulations. 


Course Objectives 
Upon completion of this course, participants will be able to: 
e make travel arrangements 


@ prepare travel documents 


e identify the different methods of travel reimbursements 
(i.e., per diem, actual subsistence, etc.) 


e compute travel allowances. 


Class Overview 
Through short lectures and exercises, participants will learn how to 


make travel arrangements, prepare travel documents, and compute 
travel allowances. 


Target Audience 


This course is designed for administrative, clerical, and technical 
staff in Grades GS 1-11. 


Prerequisites 


There are no prerequisites for this course. 


Duration 1 1/2 days 
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RECORDS AND FILES MANAGEMENT 


OS1-006 


Course Goal 


This course introduces participants to the basic principles of Federal 
Government records management. 


Course Objectives 


Upon completion of this course, participants will be able to: 
e recognize that records management and filing are the 
responsibility of everyone who handles the records 


e identify the steps involved in selecting a records 
management system 


e discuss the six basic types of filing systems 
e prepare records for filing 
e inventory records for disposition 


e use the Federal Government records disposition program 
effectively. 


Class Overview 


This seminar introduces participants to basic filing principles, basic 
filing operations, and six types of filing systems. 


Target Audience 


This course is designed for administrative, clerical, and technical 
staff in Grades GS 1-11. 


Prerequisites 
There are no prerequisites for this course. 


Duration 1 1/2 days 
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ESSENTIALS OF GRAMMAR 


OSI1-007 


Course Goal 


This English course introduces participants tu the essentials of 
grammar and composition. 


Course Objectives 
Upon completion of this course, participants will be able to: 
e identify and correctly use the parts of speech 
e apply basic punctuation rules 
@ construct sentences using phrases and clauses correctly 


e increase their basic vocabulary 


e construct effective paragraphs 


Class Overview 
This English course is designed for people who need to strengthen 


their understanding of basic grammar and composition. The course 
features daily exercises and simple writing assignments. 


Target Audience 


This course is designed for administrative, clerical, and technical 
staff in Grades GS 1-11. 


Prerequisites 
There are no prerequisites for this course. 


Duration 45 hours 
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READING FOR UNDERSTANDING I 


OSI-008 


Course Goal 


This course helps participants strengthen their vocabulary and 
reading comprehension skills. 


Course Objectives 


Upon completion of this course, participants wil! be able to: 


e read for facts 

e identify the main idea of a short passage 
e make inferences from simple passages 
e increase their working vocabulary 


@ use a dictionary, ta'»le of contents, and index. 
Class Overview 


This is a basic course stressing vocabulary building and basic reading 
comprchension skills. A variety of texts and workbooks will be used. 


Target Audience 


This course is designed for administrative, clerical, and technical 
staff in Grades GS 1-11. 


Prerequisites 
Participants will be given a pretest to determine appropriate 
placement. 

Duration 45 hours 
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ESSENTIALS OF WRITING 


OS1409 


Course Goal 


This course helps participants develop written communication skills, 


Course Objectives 


Upon completion of this course, participants will be able to: 


e construct and develop a paragraph 


® usec lopic sentences, transition sentences, and concluding 
sentences 


e write general and business letters 
e write short memos 
e use and construct bibliographies and footnotes, 
Class Overview 
After a brief review of English grammar, this course stresses the 


principles of written communications. Participants practice writing 
skills through daily exercises. 


Target Audience 


This course is designed for administrative, clerical, and technical 
staff in Grades GS 1-11. 


Prerequisites 


Before enrolling in this course, it is recommended that participants 
complete the Essentials of Grammar (OSI-007) course or 
demonstrate a basic understanding of English grammar. 


Duration 45 hours 


KEYBOARDING 


OSI-010 


Course Goal 


This course teaches participants how to use a basic typewriter 
keyboard, 


Course Objectives 


Upon completion of this course, participants will be able to; 


e type proficiently on the alphabetic keyboard 


e use the numeric keypad, 


Class Overview 


The course uses individualized instruction techniques which enable 
participants to proceed at their own rate. 


Target Audience 


This course is designed for DOL employees whose major job duties 
do not include typing, 


Prerequisites 


There are no prerequisites for this course. 


Duration 24 hours 


College Credit Recommendation 


When tak*n in combination with Beginning Typing (OSI-011), 
Speedbuilding (OSI-012), AND Proofreading (OSI-014), 1 semester 
hour of credit in Business Education. (All four courses must be 
completed to earn the 1-hour credit.) 
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BEGINNING TYPING 


OSI-4011 


Course Goal 


This course provides an introduction to basic typing skills, 


Course Objectives 


Upon completion of this course, participants will be able to; 
e type at least 25 wpm with no more than three errors 
e demonstrate correct typing techniques 


e format simple correspondence 


e format simple tables. 


Class Overview 


Students will learn and practice basic typing techniques. OPM 
Proficiency Certificates will be issued to qualified participants. 


Target Audience 
This course is designed for the individual who has had no previous 


typewriting training, types below 25 wpm, or needs intensive 
technique practice, 


Prerequisites 


There are no prerequisites for this course. 


(Continued) 
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BEGINNING TYPING 


OSI 


Duration 48 hours 


College Credit Recommendation 


When taken in combination with Keyboarding (OSI-010), 
Speedbuilding (OSI-012), AND Proofreading (OSI-014), 1 semester 
hour credit in Business Education. (All four courses must be 
completed to earn 1-hour credit.) 
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SPEEDBUILDING 


OSI-4012 
Course Goal 
This course increases typing speed to 40 wpm with a maximum of 
three errors, 
Course Objectives 


Upon completion of this course, participants will be able to: 


e type at least 40 wpm with a maximum of three errors 
e format personal and business correspondence 
e format complex tables 


e format reports. 


Class Overview 


This course focuses on increasing speed and accuracy in typing, 
Participants will receive individualized instruction based on their 
typing level. OPM Certificates of Proficiency will be issued to 
qualified participants. 


Target Audience 


This course is designed for administrative, clerical, and technical 
staff in Grades GS 1-11 who have a typing speed of at least 25 wpm. 


Prerequisites 
Before enrolling in this course, it is recommended that participants 


complete the Beginning Typing (OSI-011) course (or demonstrate 
typing speed of 25 wpm with no more than three errors). 


(Continued) 
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SPEEDBUILDING 


OSI-012 


Duration 36 hours 


College Credit Recommendation 


When taken in combination with Keyboarding (OSI-010), Beginning 
Typing (OSI-011), AND Proofreading (OSI-014), 1 semester hour of 
credit in Business Education, (All four courses must be completed 
to earn 1-hour credit.) 
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EFFECTIVE WRITING TECHNIQUES 


OSI-013 
Course Goal 
This course teaches participants techniques which improve written 
communications. 
Course Objectives 


Upon completion of this course, participants will be able to: 
® organize written communications through effective 
paragraphing 
e construct clearly worded sentences 
e sclect precise words 


e apply guidelines for word usage, expression, transition, and 


style 
e write effective letters and memos. 
Class Overview 
Using a workshop format, participants will improve their written 
communication skills. Individual and group exercises give 


participants practice in writing sentences, paragraphs, letters, and 
memos. 


Target Audience 


This course is designed for administrative, clerical, and technical 
staff in Grades GS 1-11. 


Prerequisites 
There are no prerequisites for this course. 


Duration 3 days 
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PROOFREADING 


OSI-014 


Course Goal 


This course teaches basic proofreading techniques. 


Course Objectives 


Upon completion of this course, participants will be able to: 


e proofread accurately and efficiently 
e identify and use the common proofreading symbols 
e perform three basic types of proofreading. 
Class Overview 
Through a series of lectures and hands-on exercises, participants 


learn essential proofreading techniques. The course also includes a 
brief review of English grammar. 


Target Audience 


This course is designed for administrative, clerical, and technical 
staff in Grades GS 1-11. 


Prerequisites 
There are no prerequisites for this course. 


Duration 24 hours or (1-3 days) 


College Credit Recommendation 


When taken in combination with Keyboarding (OSI-010), Beginning 
Typing (OSI-011), AND Speedbuilding (OSI-012), 1 semester hour 
of credit in Business Education. (All four courses must be 
completed to earn 1-hour credit.) 
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READING FOR UNDERSTANDING II 


OSI-0I1S 


Course Goal 


This course teaches participants advanced vocabulary and reading 
comprehension skills. 


Course Objectives 


Upon completion of this course, participants will be able to: 


e make inferences from complex passages 
e draw conclusions 
e read complex material for facts 
e read charts and graphs 
e develop critical judgment about what they read 
e increase their working vocabulary 
e read and understand documents used in their work settings. 
Class Overview 
Using a variety of texts and workbooks, participants will learn 


advanced vocabulary and comprehension skills. Participants will be 
given a pretest to determine appropriate placement. 


Target Audience 


This course is designed for administrative, clerical, and technical 
staff in Grades GS 1-11. 


(Continued) 
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READING FOR UNDERSTANDING II 


OSI-015 


Prerequisites 


Before enrolling in this course, it is recommended that participants 
complete the Reading for Understanding | (OSI-008) course (or 
demonstrate appropriate skill level on the Reading for 
Understanding II pretest), 


Duration 45 hours 
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EFFECTIVE REPORT WRITING 


OSI-016 


Course Goal 


This course introduces participants to the principal elements of 
effective report writing, 


Course Objectives 


Upon completion of this course, participants will be able to: 


e format a simple report 
e organize a simple report 
e write a simple report 


e revise and review a simple report. 


Class Overview 
Through brief lectures, participants will learn about the elements of 


a simple report. Through individual and group exercises, 
participants will practice constructing segments of a report. 


Target Audience 


This course is designed for administrative, clerical, and technical 
staff in Grades GS 1-11. 


Prerequisites 
There are no prerequisites for this course. 


Duration 2 days 
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CAREER DEVELOPMENT FOR DOL 
EMPLOYEES 


OSI-017 


Course Goal 


This course helps participants explore their career interests, identify 
personal skills, abilities, knowledges, and identify the characteristics 
which relate to their career objectives. 


Course Objectives 


Upon completion of this course, participants will be able to: 


e identify personal job skills they desire to improve 
e identify personal job motivations and satisfiers 
e recognize their personal work values 


e develop an action plan for achieving career goals. 
Class Overview 
In a workshop setting, participants will draft a plan for achieving 
career goals. They will complete the "Self Directed Search" and 
explore the careers at DOL which correspond to their occupational 


preferences. Participants will inventory their knowledges, skills, and 
abilities and discuss how these relate to their career goals. 


Target Audience 


This course is designed for administrative, clerical, and technical 
staff in Grades GS 1-11. 


Prerequisites 
There are no prerequisites for this course. 


Duration 2 days 
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UPDATING YOUR SF-171/ 
IMPROVING YOUR EMPLOYMENT 
INTERVIEWING SKILLS 


OSI-018 


Course Goal 


This course helps participants prepare an effective SF-171 and 
develop effective job interviewing techniques. 


Course Objectives 


Upon completion of this course, participants will be able to: 
prepare an effective SF-171 which clearly and accurately 
reflects knowledges, skills, and abilities 


describe the job application process within DOL (including 
merit staffing) 


identify common errors made by job seekers during an 
employment interview 


demonstrate (through role-playing) an understanding of 
appropriate interview beha ior. 


Class Overview 


Lecture and class exercises provide the basis for developing an 
effective SF-171. Role-playing exercises give participants practice in 
using effective interviewing techniques. 


Target Audience 


This course is designed for administrative, clerical, and technical 
staff in Grades GS 1-11. 


Prerequisites 


There are no prerequisites for this course. 


Duration 


PROFESSIONAL EFFECTIVENESS 


OSI-019 
Course Goal 
This course helps participants identify and develop professional 
attitudes and behaviors. 
Course Objectives 


Upon completion of this course, participants will be abie to: 


assess their degree of professionalism 
e recognize how expectations influence behavior 
e identify the components of a professional image 


e communicate professionally on the telephone and 
face-to-face 


e recognize the role of nonverbal communication in creating 
a professional image. 


Class Overview 


Through short lectures, films, simulations, and group exercises, 
participants will identify and develop professional attitudes and 
behaviors. The course topics include: developing professional 
relationships, leadership skills, conflict management, becoming a 
good team player, and communicating a professional image (both 
verbally and nonverbally). 


Target Audience 


This course is designed primarily for administrative, clerical, and 
technical staff in Grades GS 1-11. 


(Continued) 
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PROFESSIONAL EFFECTIVENESS 


OSI-4019 


Prerequisiles 


There are no prerequisites for this course. 


Duration 2 days 
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DEVELOPING LEADERSHIP SKILLS 


OS1-020 


Course Goal 


In this course, participants examine various leadership styles and 
develop their own leadership skills, 


Course Objectives 
Upon completion of this course, participants will be able to: 


e demonstrate an increased understanding of human 
motivation and its relationship to leadership 


e describe various behavior patterns and their impact on 


leadership style 
e recognize how "Tcam Planning" concepts relate to effective 
leadership 
e understand that the basic task of management is to get the 
work done through people. 
Class Overview 


Through short lectures, group exercises, roleplays, and simulations, 
participants will examine leadership styles and develop their own 
leadership skills. 


Target Audience 


This course is designed for administrative, clerical, and technical 
staff in Grades GS 1-11. 


Prerequisites 
There are no prerequisites for this course. 


Duration 


ORGANIZING FOR WORK 


OSI-021 


Course Goal 


This course helps support personnel take control of their time by 
planning, organizing, and setting priorities, 


Course Objectives 
Upon completion of th's course, participants will be able to: 
e make productive time-management judgments 


@ segment a job process into more manageable parts 


e pattern their work schedules to complete routine tasks 
without stress 


e recognize the difference between efficiency and 
effectiveness. 


Class Overview 


Participants will analyze their use of time, identify areas where 
self-improvement is needed, and develop action plans for use on the 
job. 


Target Audience 


This course is designed for administrative, clerical, and technical 
staff in Grades GS 1-11. 


Prerequisites 
There are no prerequisites for this course. 


Duration 2 days 
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TT 


THE SECRETARY AS A MEMBER OF THE 
MANAGEMENT TEAM 


OSI4)22 


Course Goal 


This course helps experienced secretaries develop their leadership 
skills and increase their professional effectiveness. 


Course Objectives 


Upon completion of this course, participants will be able to: 


e recognize how they fit into the management team 
e prioritize tasks and organize work 
e describe the factors that best motivate them in work 
situations. 
Class Overview 
Through short lectures, group discussions, simulations, and 
exercises, participants will learn to respond rapidly and effectively to 


office situations, to exercise initiative and judgment, and to make 
decisions within the scope of their assigned responsibilities. 


Target Audience 


This course is designed for administrative, clerical, and technical 
staff in Grades GS 1-11. 


Prerequisites 
There are no prerequisites for this course. 


Duration 2 days 
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HUMAN RELATIONS AND INTERPERSONAL 
COMMUNICATIONS 


OS1-023 


Course Goal 


This course emphasizes techniques for developing clfective 
interpersonal communication skills, 


Course Objectives 


Upon completion of this course, participants will be able to: 


identify and practice basic communication skills 


e identify and deal with barriers to healthy relationships 


facilitaie effective relationships 


e use effective listening techniques. 
Class Overview 
Using a workshop setting, this course presents a model for 
productive human relations, Participants explore barriers to healthy 


relationships, learn techniques to overcome the barriers, and 
practice basic communication skills. 


Target Audience 


This course is designed for administrative, clerical, and technical 
staff in Grades GS 1-11. 


Prerequisites 
There are no prerequisites for this course. 


Duration 2 days 
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Ll 


EFFECTIVE LISTENING AND 
MEMORY DEVELOPMENT 


OSI-024 


Course Goal 


This course teaches participants to listen, comprehend, and recall 
information more effectively and efficicanily. 


Course Objectives 


Upon completion of this course, participants will be able to: 
e identify the barriers to effective listening and how to 
overcome them 
e evaluate their own listening habits 
e develop more effective listening techniques 
@ use various techniques that aid memory development 


e develop a strategy for developing their own memories. 


Class Overview 


Short lectures, discussions, group exercises, and films help 
participants improve their listening and memory skills. 


Target Audience 


This course is designed for administrative, clerical, and technical 
staff in Grades GS 1-11. 


Prerequisites 


There are no prerequisites for this course. 
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EFFECTIVE LISTENING AND 
MEMORY DEVELOPMENT 


OS1-024 


Duration 


College Credit Recommendation 


1 semester hour of credit in Communications Skills. 


2 days 
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EFFECTIVE ORAL COMMUNICATIONS 


OSI-025 


Course Goal 


This course helps participants develop effective oral communication 
skills in the office. 


Course Objectives 


Upon completion of this course, participants will be able to: 


e communicate effectively in office situations 
e clarify the main point of a presentation 
e organize materials for a presentation 


e present a message to a group in an effective way. 
Class Overview 


Through individual and group exercises, participants will learn to 
make effective presentations. 


Target Audience 


This course is intended for administrative, clerical, and technical 
staff in Grades GS 1-11. 


Prerequisites 


There are no prerequisites for this course. 


Duration 2 days 
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UNDERSTANDING YOURSELF AND OTHERS 


OS1-4026 


Course Goal 


This course helps participants understand their own personality 
types and the personality types of other people. 


Course Objectives 
Upon completion of this course, participants will be able to: 


e identify their own personality types 


e recognize why they work well with some individuals and not 
with others 


e recognize why they like some tasks and dislike others 


e apply the information about personality types to their job 
situations. 


Class Overview 
Participants will take the Myers-Briggs Type Indicator (MBTI). The 


16 MBTI types will be discussed and interactions between various 
types will be explored. 


Target Audience 


This course is designed for administrative, clerical, and technical 
staff in Grades GS 1-11. 


Prerequisites 


There are no prerequisites for this course. 


Duration 1 1/2 days 
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ASSERTIVE COMMUNICATIONS 


OSI-027 


Course Goal 


This course helps participants explore ways to express their needs 
and act in their own best interests without denying others the right to 
do the same. 


Course Objectives 


Upon completion of this course, participants will be able to: 


e define assertive behavior 


e distinguish between aggressive, passive, and assertive 
communication 


e assess their own assertiveness 
e identify and practice assertive skills 
e set assertive goals 


e apply appropriate assertiveness skills to work/job situations. 


Class Overview 
Using short lectures and films, this course describes how assertive 


communications work. In simulations and group exercises, 
participants learn important assertiveness building techniques. 


Target Audience 


This course is designed for administrative, clerical, and technical 
staff in Grades GS 1-11. 


Prerequisites 
There are no prerequisites for this course. 


Duration 2 days 


CONFLICT RESOLUTION IN 
THE WORKPLACE 


OSI-028 


Course Goal 


This course teaches participants techniques for minimizing and/or 


resolving conflicts in the work environment. 


Course Objectives 


Upon completion of this course, participants will be able to: 


e identify conflict situations and solutions 


e recognize what kinds of behavior inhibit or enhance conflict 


resolution 


e develop strategies for resolving conflict. 


Class Overview 


Through short lectures, case studies, films, role playing, and group 
discussions, participants will learn how to identify and resolve 


conflicts in the work environment. 


Target Audience 


This course 1s designed for admin‘strative, clerical, and technical 


staff in Grades GS 1-11. 
Prerequisites 
There are no prerequisites for this course. 


Duration 


College Credit Recommendation 


1 semester hour of credit in Business Management 


2 days 
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STRESS MANAGEMENT 


OSI-4029 


Course Goal 


This course teaches participants how to identify the sources of stress 
and manage stress more effectively. 


Course Objectives 


Upon completion of this course, participants will be able to: 


e recognize the causes and effects of stress in their lives 


e evaluate the mechanisms they have developed to manage 
stress 


e plan and implement strategies to "disarm" stressors 
e develop concrete action plans to manage stress effectively. 
Class Overview 
Using short lectures, discussions, and group exercises, this course 


helps participants understand and manage stress. Participants will 
develop an action plan to handle the stress in their lives. 


Target Audience 


This course is designed for administrative, clerical, and technical 
staff in Grades GS 1-11. 


Prerequisites 
There are no prerequisites for this course. 


Duration 


ACHIEVING YOUR POTENTIAL 


OSI-030 


Course Coal 


This course helps participants develop an understanding of how they 
can increase their job effectiveness potential. 


Course Objectives 


Upon completion of this course, participants will be able to: 


¢ communicate in a way that helps them achieve their goais 


e delegate effectively 


e recognize leadership styles, range, and effectiveness 
e manage their own time more effectively 


e set goals for achievement. 
Class Overview 


This course uses short lectures, simulations, and individual and 
group exercises to teach concrete strategies for achieving personal 
potential. 


Target Audience 


This course is designed for administrative, clerical, and technical 
staff in Grades GS 1-11. 


Prerequisites 


There are no prerequisites for this course. 


Duration 2 days 
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COMPUTER-ASSISTED LEARNING CENTER 
AND RESOURCE CENTER 
(CALC) 


The Computer-Assisted Learning Center (CALC) and Resource 
Center provide a wide variety of computer-based training and 
related services for DOL employees, This includes assisting CALC 
users/participants in the use of hardware and courseware; providing 
Agency and regional training staffs with information on sources of 
available training through the operation of TRAINET, and 
scheduling, transmitting, tracking, and accounting for the receipt of 
the DOL Academy’s library of training materials. 


The CALC is currently in the process of expanding its library of 
courses and materials that will be available to users. Once the library 
is expanded, these materials will be available for loan to agency and 
regional offices for use at the worksite. 


A DL 1-101 (Training Authorization and Evaluation Form) must be 
completed, signed by the immediate supervisor, and sent to the 
Agency training office. 


Employees interested in computer-assisted training may call or visit 
the CALC for additional information regarding the courses and 
scheduling. 


CALC is located in FPB, Room C5324 (Seminar Room #7). The 
telephone number is 523-8755. 
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FIGURING IT OUT; MATHEMATICS 
FOR BUSINESS 


CALC 01 


Course Goal 


This course builds competency in basic math skills needed in the 
business environment (¢.g,, averaging, finding percentages, and 
solving simple algebraic equations). 


Course Objectives 


Upon completion of this course, participants will be able to: 
e add, subtract, multiply, and divide whole numbers and 
decimals when calculating expenses and income 


e use rounding and estimating skills to facilitate budget 
planning 


e express an expense category (such as overhead) as a 
fraction of a company’s total expenses 


e calculate profit and loss 


e interpret data represented in bar graphs, line graphs, and 
pie charts. 


Class Overview 


This computer-based training course simulates starting a business to 
develop math skills. Through the program, participants learn to 
estimate income and expenses, calculate commissions, prepare 
forecasts, analyze charts and graphs, plan budgets, and develop 
year-end reports. 


Target Audience 


The course is designed for DOL clericals, supervisors, managers, 
and professionals. 
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FIGURING IT OUT; MATHEMATICS 
FOR BUSINESS 


CALC O01 


Prerequisites 


There are no prerequisites for this course, 


Duration ]-2 hours 


TYPING INSTRUCTOR 


CALC 002 


Course Goal 


This course develops typing skills on the keyboard and the keypad. 


Course Objectives 


Upon completion of this course, participants will be able to: 


e touch type on the keyboard faster and more accurately 


e touch type on the keypad faster and more accurately. 
Class Overview 
Through a series of simple drills and exercises, participants with no 
typing skills learn to touch type correctly. Participants who can 
already type will increase their speed and accuracy. The Sea 


Adventure Game section of this course is a fun alternative for 
building speed and accuracy on the keyboard. 


Target Audience 


This course is designed for DOL clericals, supervisors, managers, 
and professionals who wish to increase their typing skills. 


Prerequisites 
There are no prerequisites for this course. 
Duration 


10-15 hours to learn keyboard; further time depends on participant 
needs. 
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TYPING MADE EASY 


CALC 003 


Course Goal 


This course teaches the keyboard to participants and/or improves 
their typing speed and accuracy. 


Course Objectives 


Upon completion of this course, participants will be able to: 


e master the keyboard 
e type faster 


e type more accurately. 
Class Overview 


This computer-based training course teaches the keyboard with 
simple drills, progressing to more difficult tasks. 


Target Audience 


This course is designed for DOL clericals, supervisors, managers, 
and professionals. 


Prerequisites 
There are no prerequisites for this course. 


Duration 10-15 hours 


TYPEQUICK 


CALC 44 


Course Goal 


This course develops typing skills on the keyboard and the keypad. 


Course Objectives 


Upon completion of this course, participants will be able to: 


e touch type on the keyboard faster and more accurately 
e touch type on the keypad faster and more accurately. 
Class Overview 
Through a series of simple drills and exercises, participants with no 


typing skills learn to touch type correctly. Participants who can 
already type will increase their speed and accuracy. 


Target Audience 
This course is designed for DOL clericals, supervisors, managers, 


and professionals wishing to increase their typing skills. The course 
is especially recommended for beginners. 


Prerequisites 
There are no prerequisites for this course. 
Duration 


10-15 hours to learn the keyboard; further time depends on 
participant needs. 
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TYPING SKILL BUILDER 


CALC 4005 


Course Goal 


This course builds typing speed and accuracy. 


Course Objectives 


Upon completion of this course, participants will be able to: 


e type faster 
e type more accuratcly. 
Class Overview 
This computer-based training course improves typing ability through 


a series of timed typing drills. The course is especially valuable for 
people who need practice for a timed typing test. 


Target Audience 


This course is designed for DOL clericals. 


Prerequisites 


There are no prerequisites for this course. 


Duration On-going 
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EDITSCOPE 


CALC 006 


Course Goal 


This course teaches participants the essential mechanics of business 
writing, editing, and proofreading. 


Course Objectives 


Upon completion of this course, participants will be able to: 


use the 12 most common punctuation marks correctly 


recognize the difference between proper and improper 
grammar 


correct improper grammar 
identify and apply basic spelling rules 


use the correct meanings (and pronunciations) of problem 
words 


use effective guidelines for page layout, format, and 
paragraphs 


e create emphasis and graphic appeal 
e recognize and eliminate errors accurately and quickly. 
Class Overview 
Through a series of lessons and exercises, participants gain a better 


understanding of writing, editing, and proofreading skills and 
techniques. 


Target Audience 


This course is designed for DOL clericals, supervisors, managers, 
and professionals. 


(Continued) 


EDITSCOPE 


CALC 4006 


Prerequisites 


There are no prerequisites for this course. 


Duration 


Approximately 10 hours 
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THE WRITE WORDS 


CALC-007 


Course Goal 


This course helps participants develop a concise, straight-forward 
writing style for business letters. 


Course Objectives 


Upon completion of this course, participants will be able to: 
e clarify the goal(s) of any business letter using three simple 
classification categories 


e reduce wordiness by eliminating common redundancies and 
awkward expressions 


e use words with clear, precise meanings 
e climinate cliches and unnecessary jargon 
e write letters in active voice 


e choose words that help the reader understand the message 
quickly and effectively. 


Class Overview 
This computer-based training course explains what makes a letter 


clear and brief, what obstacles stand in the way of clarity, and how 
the obstacles can be removed. 


Target Audience 


This course is designed for DOL clericals, supervisors, managers, 
and professionals. 
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THE WRITE WORDS 


CALC007 


Prerequisites 


There are no prerequisites for this course. 


Duration 
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WORDSCOPE 


CALC 008 


Course Goal 


This course helps participants learn to write clearly, concisely, and 
effectively, 


Course Objectives 


Upon completion of this course, participants will be able to: 


e climinate unnecessary words and details 

e choose what to include and what to omit 

e use varied language to create interest 

e use precise language to say what is meant 

e use natural, contemporary language 

e assemble information in well-planned sequence 


@ use clear, correct syntax. 
Class Overview 


This computer-based training program helps participants overcome 
the barriers to effective written communication. 


Target Audience 


This course is designed for DOL clericals, supervisors, managers, 
and professionals. 


Prerequisites 
There are no prerequisites for this course. 


Duration Approximately 10 hours 
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GETTING IT WRITE: A PROCESS 
THAT WORKS 


CALC 4009 


Course Goal 


This course helps participants write more clearly and communicate 
more effectively. 


Course Objectives 


Upon completion of this course, participants will be able to: 


e define the main message and purpose of their document 

e tailor their writing to their audience 

e use free-thinking activities to generate ideas 

e organize their ideas into an effective presentation 

e write a rough draft using the information they have collected 


e revise the draft to ensure that it is unified, readable, and 
appropriate for the audience. 


Class Overview 


This computer-based training program presents a three-phase 
approach to writing: participants will learn how to plan, draft, and 
revise a document. 


Target Audience 


This course is designed for DOL clericals, supervisors, managers, 
and professionals. 


GETTING IT WRITE: A PROCESS 
THAT WORKS 


CALC -009 


Prerequisites 


There are no prerequisites for this course. 


Duration 


] Hour 
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SPEED READING,..THE COMPUTER COURSE 


CALCO10 


Course Goal 


This course increases reading speed and efficiency. 


Course Objective 
Upon completion of this course, participants will be able to: 


e read faster 
e read more efficiently 


e understand the theory and basics of speed reading, 


Class Overview 
This computer-based training program develops the total reading 
improvement program through a series of lessons, each of which 


contains rapid perception drills, accelerated reading tests, practice 
readings, and a final timed reading. 


Target Audience 


This course is designed for DOL clericals, supervisors, managers, 
and professionals. 


Prerequisites 


There are no prerequisites for this course. 


Duration 
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GETTING STARTED WITH 
PROJECT MANAGEMENT 


CALC O11 


Course Goal 
This course provides participants with a basic understanding of the 


Program Evaluation and Review Technique (PERT) and the Critical 
Path Method (CPM). 


Course Objectives 


Upon completion of this course, participants will be able to: 


e identify and define the components of a PERT network 
e identify PERT events and activities in projects 

e analyze and interpret PERT/CPM networks 

e construct PERT/CPM networks for projects 

e identify the Critical Path in a PERT/CPM network 


e determine the earliest time that a project can be completed. 
Class Overview 


This computer-based training program introduces the fundamentals 
of PERT/CPM and instructs the user how to construct and use a 
PERT/CPM network diagram. 


Target Audience 

This course is designed for DOL supervisors and managers. 
Prerequisites 

There are no prerequisites for this course. 


Duration 1.5 hours 
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HOW TO MEET PROJECT DEADLINES 


CALC-012 


Course Goal 


This course teaches participants to estimate project completion time 
and determine if a project deadline can be met or if additional time 
and resources are needed. 


Course Objectives 


Upon completion of this course, participants will be able to: 


e make consistent, realistic estimates of project time 
requirements 
e determine when key project activities should start 


e determine which parts of a project need to be closely 
monitored so that preventative action can be taken. 


Class Overview 
This computer-based training program presents project planning and 
scheduling using the Program Evaluation and Review Technique 


(PERT) and the Critical Path Method (CPM), which are statistical 
methods based on probability theory. 


Target Audience 

This course is designed for DOL managers and supervisors 
Prerequisites 

Before enrolling in this course, it is recommended that participants 


have completed the Getting Started with Project Management 
(CALC-011) course. 


Duration 1.5 hours 


GETTING THE SLACK OUT OF YOUR 
PROJECT PLANS 


CALC413 


Course Goal 


This course teaches participants to use the Program Evaluation and 
Review Technique (PERT) and the Critical Path Method (CPM), 


project management techniques to replan a project so that seemingly 
impossible deadlines can be met. 


Course Objectives 


Upon completion of this course, participants will be able to: 


e determine how much spare time is available on a project, or 
how late it will be 


e identify events that will delay a project and events that may 
provide opportunities for catching up 


e replan a project so that a seemingly impossible deadline can 
be met. 


Class Overview 
This computer-based training program presents the concept of slack 


time and methods for calculating and preventing project slack time. 


Participants will learn seven ways to speed up a project when analysis 
of slack time shows that time is tight or that the project will be late 
unless the project is replanned. 


Target Audience 


This course is designed for DOL supervisors and managers. 
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GETTING THE SLACK OUT OF YOUR 
PROJECT PLANS 


CALC-013 


Prerequisites 


Before enrolling in this course, it is recommended that participants 
complete the Getting Started with Project Management (CALC-011) 
course AND the How to Meet Project Deadlines (CALC-012) 
course. 


Duration 1.5-2 hours 


THE MANAGEMENT ADVANTAGE 


CALC4O14 


Course Goal 


This course helps participants clarify management tasks and 
formulate action steps. 


Course Objectives 


Upon completion of this course, participants will be able to: 
@ use Management Advantage software to outline 
management action steps 
e apply the course’s management models 


e conduct detailed analyses of their particular management 
problems 


e produce a summary print-out (with an action plan) at the 
end of a consultation session 


Class Overview 
This computer-based training program acts as the participant’s 
"expert consultant” for solving management problems and the tasks 
associated with them. Through questions asked by the computer 
program, participants develop an action plan to address the problem. 


Key management topics covered are motivation, delegation, 
productivity, interviewing, and employee relations. 


Target Audience 

This course is designed for DOL supervisors and managers. 
Prerequisites 

There are no prerequisites for this course. 


Duration On-going 


THE ART OF NEGOTIATING 


CALC-O15 


Course Goal 
This course prepares participants for skilled negotiating. 
Course Objectives 


Upon completion of this course, participants will be able to: 


e become better prepared, more confident, and more 
successful negotiators 


e solve people problems 


e gain insight into opposing positions and needs (thus making 
it easier to understand, predict, and respond to other 
negotiators) 


e train others to negotiate skillfully while working on an 
actual negotiation 


e make their negotiating team work more effectively by 


preparing a base of knowledge from which each member 
can work 


e develop new alternatives for a successful outcome (instead 
of relying on making concessions) 


e achieve the deserved confidence of a skilled negotiator. 


Class Overview 


This computer-based training program asks questions, records 
amswers, makes connections, and prints reports that allow 
participants to use their intelligence and creativity to gain a new 
perspective on any negotiation they face. 


(Continued) 


THE ART OF NEGOTIATING 


CALC-O15 
Target Audience 
This course is designed for DOL supervisors, managers, and 
professionals. 
Prerequisites 


There are no prerequisites for this course. 


Duration On-going 


Ll SL 


ACHIEVING FINANCIAL FITNESS 


CALC416 


Course Goal 


This course provides participants with practical knowledge of 
personal money management. 


Course Objectives 


Upon completion of this course, participants will be able to: 


e understand the importance of managing money 
e set financial goals 
e organize financial records 


e@ prepare a Net Worth Statement to determine current 
financial status 


e understand why a budget is important and develop their 
own budgets 


e prepare for the ever-increasing demands of living on a fixed 
income during retirement 


e analyze income from three viewpoints (assets, insurance 
plans, and retirement programs) 


e understand why women must take responsibility for their 
own financial management (and how to do it) 


e understand the key concepts pertaining to wills. 
Class Overview 


Using a computer-based training program, participants will learn 
how to manage debt, improve credit standing, and evaluate 
retirement and insurance needs. 


(Continued) 


ACHIEVING FINANCIAL FITNESS 


CALC-016 
Target Audience 
This course is designed for DOL clericals, supervisors, managers, 
and professionals. 
Prerequisites 


There are no prerequisites for this course. 


Duration Approximately 8 hours 
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AN ORIGINAL 171 


CALC-4H17 


Course Goal 


This computer program enables the participant to develop an 
effective SF-171 (Application for Federal Employment). 


Course Objectives 


Upon completion of this program, participants will be able to: 


e develop multiple SF-171s with as many additional 
experience pages as required 


e tailor their SF-171s with minimal effort 
e save the information on a disk. 
Class Overview 
This computer-based training program helps participants complete a 


SF-171. The finished copies can be used to update their Official 
Personnel Folder or apply for vacant positions. 


Target Audience 


This course is designed for any employee who needs a completed 
SF-171. 


Prerequisites 


There are no prerequisites for this course. 


Duration 


CAREERPOINT 


CALC-018 
Course Goal 
This course enables participants to take an active role in planning 
their own careers. 
Course Objectives 


Upon completion of this course, participants will be able to: 


understand the career development process 
e evaluate their strengths and preferences 
e set career goals for themselves 
e develop specific career development plans 
e determine possible careers to pursue. 
Class Overview 
Through a series of self assessments, position data searches, and 


informational segments, participants will be able to develop their 
career paths. 


Target Audience 


This course is designed for anyone with the desire to make a career 
change or develop a career path. 


Prerequisites 
There are no prerequisites for this course. 


Duration 3-6 hours 
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DIRECTORATE OF INFORMATION 
RESOURCES MANAGEMENT 
(DIRM) 


Office of Microcomputer Support 


The Office of Microcomputer Support (OMS) sponsors a variety of 
courses each month designed to further advance office automation 
and to support the Executive Computer Networking response to the 
Secretary's directives. 


Training opportunities are open to all DOL employees with the 
approval of the supervisor and Agency Training Officer. Course 
offerings will be announced monthly through the Agency Training 
Officer and the Agency Executive Computer Network (ECN) 
contact person. Individual enrollments will not be made until OMS 
receives a completed DOL Form 1-101 and the supervisor has signed 
a statement indicating the trainee has access to a microcomputer. A 
special administrative process is available for groups of Agency 
personnel taking the same course. Beginning in FY89, training will 
be charged back to the student’s Agency. Charges and procedures 
have not been established, but costs will generally be below private 
vendor rates. 


OMS works closely with Agency ECN contacts to accommodate 
special Agency training requirements. Therefore, employees should 
make sure their ECN contacts are aware of their needs and interests. 


Questions regarding course content may be addressed to Shannon 
Collins (523-1569). Questions about scheduling may be addressed to 
Deborah Robertson (523-1437). 


- 167 - 


BLANK PAGE 


Leh 


INTRODUCTION TO PCs IN THE 
DOL ENVIRONMENT 


DIRM-001 


Course Goal 


This course provides participants with an overview of the personal 
computer system, including key components of Executive Computer 
Network (ECN) equipment and the DOL-specific menu options 
used to access and manage information. 


Course Objectives 


Upon completion of this course, participants will be able to: 


e understand the components of an IBM-compatible 
personal computer system (i.¢c., central processing unit with 
multiple floppy disk types, color monitor, keyboard, dot 
matrix printer, and laser jet printer) 


e enter and exit each software option 
e understand the benefits and limitations of selected options 


e understand the general operation of the Disk Operating 
System 


Class Overview 


Through activation and operation of an IBM-compatible personal 
computer system, participants acquire an overview of the personal 
computer systems and software packages used by the Department of 
Labor to automate the management of information. 
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INTRODUCTION TO PCs IN THE 
DOL ENVIRONMENT 


DIRM-001 


Target Audience 
This course is designed for DOL employees who have no prior 
knowledge of microcomputers and who need to use microcomputers 


to access and manage information in the performance of their 
regularly assigned duties. 


Prerequisites 


This course has no prerequisites. 


Duration 3.5 hours 
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BEST COPY AVAILABLE 


COMPUTER AWARENESS FOR MANAGERS 


DIRM-002 


Course Goal 


This course introduces departmental managers to the basic 
capabilities of the software packages sclected for the Executive 
Computer Network (ECN) and supported by the Computer 
Technology Center (CTC). 


Course Objectives 


Upon completion of this course, participants will be able to: 


e understand the capabilities of ECN software 


e comprehend the practical uses of the software available to 
ease daily office procedures 


e discuss the training programs available for CTC-supported 
software. 


Class Overview 
This lecture class introduces DOL managers to the capabilities and 
limitations of electronic mail, word processing, spreadsheet, 


graphics, and communications software used in the Executive 
Computer Network and available for agency microcomputer users. 


Target Audience 


This course is designed for DOL managers unfamiliar with 
microcomputers and microcomputer capabilities. 


(Continued) 
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COMPUTER AWARENESS FOR MANAGERS 


DIRM-002 


Prerequisites 


There are no prerequisites for this course. 


Duration 


3 hours 
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INTRODUCTION TO DISK OPERATING SYSTEM 
(DOS) 


DIRM-003 


Course Goal 
This course prepares computer users to utilize the basic capabilities 


of the Microsoft Disk Operating System used on many departmental 
microcomputers. 


Course Objectives 


Upon completion of this course, participants will be able to: 


e understand the principles of a disk operating system 
e create and manage directories 
e manage files within directories 


e use back-up and restore commands. 
Class Overview 
This is a basic hands-on class which introduces the capabilities of a 
disk operating system ‘o personnel with little or no experience in 
data processing. Participants gain an understanding of the role DOS 


plays in managing information stored in microcomputers in a 
stand-alone or networked configuration. 


Target Audience 

This course is designed for new microcomputer users. 
Prerequisites 

There are no prerequisites for this course. 


Duration 3.5 hours 
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WORDPERFECT OVERVIEW 


DIRM-004 


Course Goal 


This course prepares new users to exploit the basic capabilities of 
this word processing package. 


Course Objectives 


Upon completion of this course, participants will be able to: 


Class Overview 


This is an intensive hands-on class that introduces the fundamental 
capabilities of WordPerfect. It provides new users with the basic 
skills needed to produce, edit, and print a word processing 
document. Participants will also be introduced to the spell-checking 
features contained in WordPerfect. Approximately 75% of class time 
is dedicated to hands-on experience. 


create, name, save, and retrieve files 


format documents to provide desired spacing, tabs, page 
breaks, and margins 


edit documents by inserting, deleting, copying, and/or 
moving text 

emphasize text with bold and underline features 

use search and replace features 


print documents 


practice follow-up exercises. 
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WORDPERFECT OVERVIEW 


DIRM-004 


Target Audience 


This class is designed for clerical and professional employees who 
require a basic knowledge of WordPerfect’s capabilities. 


Prerequisites 


Before enrolling in this course, it is recommended that participants 
have completed the Introduction to PCs in the DOL Environment 
(DIRM-001) course (or have experience in using microcomputers 
and some keyboarding capabilities). 


Duration 1 day 


ADVANCED WORDPERFECT 


DIRM-005 


Course Goal 


This course teaches participants the more sophisticatcd formatting 
features of WordPerfect. 


Course Objectives 


Upon completion of this course, participants will be able: to: 


e use Reveal Codes feature 
e search and replace 
e create an address list 
e create a merge letter 
e create headers and footers 
e use automatic referencing 
e edit two documents at once 
e use the thesaurus 
e create a Table of Contents. 

Class Overview 

This intensive, hands-on class teaches WordPerfect users the more 


sophisticated features of this powerful package. Approximately 75% 
of class time is dedicated to hands-on experience. 


Target Audience 


This course is designed for employees who must create, edit, and 
print documents with advanced formatting features. 
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ADVANCED WORDPERFECT 


DIRM-05 


Prerequisites 


Before enrolling in this course, it is recommended that participants 
have completed the Introduction to PCs in the DOL Environment 
(DIRM-001) course (or possess microcomputer experience and 
basic typing skills) AND the WordPerfect Overview (DIRM-004) 


course, 


Duration 1 day 


-177- 


COMPREHENSIVE WORDPERFECT 


DIRM 406 


Course Goal 


This course prepares users to proficiently utilize the capabilities of 
this word processing package. 


Course Objectives 


Upon completion of this course, participants will be able to: 


e create, name, save, and retrieve files 


e foimat documents to provide desired spacing, tabs, page 
breaks, and margins 


e edit documents and emphasize text 

e create and edit columns 

e use line draw features for special formats 

e create footnotes, indices, and tables of contents 
e merge lists and documents 


e print documents. 
Class Overview 


This is an intensive, hands-on class which introduces the capabilities 
of WordPerfect, providing the skills needed to produce, edit, format, 
and print word processing documents, especially those needing 
special formats. Trainees will also be introduced to the spelling and 
thesaurus features in WordPerfect. Approximately 75% of class time 
is dedicated to hands-on experience. Comprehensive WordPerfect is 
the equivalent of WordPerfect Overview (DIRM-004) and Advanced 
WordPerfect (DIRM-005). 
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COMPREHENSIVE WORDPERFECT 


DIRM-006 


Target Audience 


This course is designed for employees who require an overall 
knowledge of the capabilities of WordPerfect. 


Prerequisites 
Before enrolling in this course, participants must have completed 


Introduction to PCs in the DOL Environment (DIRM-001) course 
(Or possess microcomputer experience and basic typing skills). 


Duration 2 days 
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DESKTOP PUBLISHING WITH 
WORDPERFECT VERSION 5.0 


DIRM-007 


Course Goal 


This course teaches participants the new Desktop Publishing 
features of WordPerfect Version 5.0. 


Course Objectives 
Upon completion of this course, participants will be able to: 


e create text columns 

e integrate text and graphics from Lotus 1-2-3 

e integrate files created in Harvard Graphics 

e integrate files created in Ventura or Pagemaker 


e use intelligent printing features. 
Class Overview 


Through hands-on activities and independent exercises, participants 
will learn to use the advanced graphics features of WordPerfect 5.0 


to create simple newsletters and other desktop publishing 
documents. 


Target Audience 


This course is designed for DOL employees who prepare 
newsletters, brochures, documentation, and fliers. 
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DESKTOP PUBLISHING WITH 
WORDPERFECT VERSION 5.0 


DIRM-007 


Prerequisites 


Before enrolling in this course, it is recommended that participants 
have completed THREE prerequisite courses: (1) the Introduction 
to PCs in the DOL Environment (DIRM-001) course (or possess 
microcomputer experience and basic typing skills), AND (2) the 
WordPerfect Overview (DIRM-004) course, AND (3) either the 
Advanced WordPerfect (DIRM-005) course or the Comprehensive 
WordPerfect (DIRM-006) course. 


Duration 1 day 
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INTRODUCTION TO LOTUS 1-2-3 


DIRM-008 


Course Goal 


This course enables new users to learn the major features of the 
Lotus 1-2-3 spreadsheet and teaches them how to apply Lotus to 
their daily work. 


Course Objectives 


Upon completion of this course, participants will be able to: 
e understand Lotus 1-2-3 software capabilities and apply 
them to their work 


e create a simple spreadsheet by entering labels, values, and 
formulas to perform calculations 


@ save a spreadsheet on disk 
e print a spreadsheet 


e edit a spreadsheet by manipulating numbers, values, and/or 
formulas 


e copy and replicate formulas to be applied to other locations 
on a spreadsheet. 


Class Overview 


Through hands-on activities and independent exercises, participants 
will apply Lotus 1-2-3 spreadsheet features to their work. Lotus 1-2-3 
is extremely useful for personnel performing statistical analysis, 
financial modeling, budget preparation and maintenance, and 
economics forecasting. 
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INTRODUCTION TO LOTUS 1-2-3 


DIRM-008 


Target Audience 


This course is designed for all DOL employees who could more 
effectively manage or perform their responsibilities through the use 
of a microcomputer spreadsheet program. 


Prerequisites 


Before enrolling in this course, participants must have completed the 
Introduction to PCs in the DOL Environment (DIRM-001) course 


(or demonstrate experience in the operation of a microcomputer 
using DOS). 


Duration 1 day 
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INTERMEDIATE LOTUS 1-2-3 


DIRM-009 


Course Goal 


This course enables basic microcomputer spreadsheet users to 
manipulate the more advanced spreadsheet and graphics features 
available in Lotus 1-2-3 and apply these functions effectively in their 
work. 


Course Objectives 


Upon completion of this course, participants will be able to: 


e understand the range of Lotus 1-2-3 software capabilities 
and workplace applications 


e manipulate complex spreadsheets using Range Name, 
Extract, and Combine functions 


e print a spreadsheet using the advanced print features of 
Lotus 1-2-3 


e print graphs using the Lotus Print Graph functions. 


Class Overview 


Through hands-on activities and independent exercises, this course 
will familiarize users with the more advanced spreadsheet and 
graphic features available in Lotus 1-2-3. 


Target Audience 
This course is designed for individuals with spreadsheet experience 


who have a continuing need to create more advanced, complex 
spreadsheets and/or graphs using spreadsheet data. 


(Continued) 


INTERMEDIATE LOTUS 1-2-3 


DIRM-009 


Prerequisites 


Before enrolling in this course, it is recommended that participants 
have completed the Introduction to Lotus 1-2-3 (DIRM-008) course 
(or have demonstrated experience in using a microcomputer for 
development of spreadsheets). 


Duration ] day 


ADVANCED LOTUS 1-2-3 


DIRM-010 


Course Goal 


This course enables participants to make effective use of the macro 
capabilities of Lotus 1-2-3. 


Course Objectives 


Upon completion of this course, participants will be able to: 
e understand the applications for macros in Lotus 
spreadsheets 
e build both siraple and complex Lotus macros 
@ use macros to develop menu systems within Lotus 
e plan and develop macros to obtain may jum results 


@ use macros to automate routine manipulations and to 
perform error checking in spreadsheets 


e print and document macros. 
Class Overview 
Through hanus-on activities and independent exercises, this course 


will enable users to understand the concepts of using macros and will 
demonstrate all levels of macro development. 


Target Audience 


This course is designed for experienced Lotus users desiring to 
acquire the skills necessary to fully exploit the macro functions in 
Lotus 1-2-3. 


(Continued) 
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ADVANCED LOTUS 1-2-3 


DIRM-010 


Prerequisites 


Before enrolling in this course, it is recommended that participants 
have completed the Intermediate Lotus 1-2-3 (DIRM-009) course 
(or have demonstrated experience in using a microcompitter for 
development of both simple and complex Lotus spreadsheets, charts, 
and graphs). 


Duration 


| day 
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GRAPHICS CONCEPTS 


DIRM-O11 


Course Goal 


This course provides the user with a basic understanding of business 


graphics and how this technology can be used at the Department of 
Labor. 


Course Objectives 


Upon completion of this course, participants will be able to: 
e understand the benefits, capabilities, and uses of the various 
types of business graphic software and their end products 
e choose the right chart for the data 
e recognize appropriate uses of color in graphs 


e select appropriate output products (paper graph, video 
show, slide). 


Class Overview 
This is a lecture course which gives participants fundamentals for 


effective use of graphic tools. It is designed to enable the user to 
create presentation graphics that are well designed and readable. 


Target Audience 


This course is recommended for individuals involved with 
computer-generated graphics. 


(Continued) 
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GRAPHICS CONCEPTS 


DIRM-011 


Prerequisites 


Before enrolling in this course, participants should have a minimum 
of three months experience in the use of a microcomputer. 


Duration 1/2 day 
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INTRODUCTION TO HARVARD GRAPHICS 


DIRM412 


Course Goal 


This course prepares users to develop a variety of basic presentation 
graphic images, (o print them in either black and white or color, and 
to transfer them to the Videoshow for projection. 


Course Objectives 


Upon completion of this course, participants will be able to: 


e create basic bar, line, pie, column, text, and organization 
charts 


e save and retrieve charts for later use or modification (and 
for use on the Videoshow) 


e produce hard copies of charts on the Calcomp Colormaster 
Printer, the HP Laserjet Series II, and/or the HP 7457A 
Plotter 


e edit and enhance graphs that have been developed in 
Harvard Graphics 


@ practice review exercises after class to solidify newly 
acquired skills. 


Class Overview 


This is an intensive class that requires constant use of the keyboard 
and provides a thorough introduction to the basic capabilities of 
Harvard Graphics. The course places equal emphasis on creating 
and printing (or displaying) graphics. 


(Continued) 


INTRODUCTION TO HARVARD GRAPHICS 


DIRM-~)12 


Target Audience 


This course is designed for individuals who have used PCs, have 
current access to a4 PC, and want to be in a position to develop 
graphics for use on the Videoshow--a device that displays color 
images on a large-screen monitor--or for hard copy output, but who 
are unfamiliar with Harvard Graphics and do not have any other 
graphics packages that will accomplish these objectives. 


Prerequisites 


Before enrolling in this course, it is recommended that participants 
have completed the PCs in the DOL Environment (DIRM-001) 
course (or have used some type of spreadsheet/word processing 
software). In addition, participants would benefit from the Graphics 
Concepts (DIRM-0l1) course which discusses proper design, 
formatting, and selection of appropriate types of charts. 


Duration | day 
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ADVANCED HARVARD GRAPHICS 


DIRM(013 


Course Goal 


Through hands-on training, this course provides users with the 
capability to utilize advanced functions of Harvard Graphics, 


Course Objectives 
Upon completion of this course, participants will be able to; 


e develop multiple graphs and types on the same page 
e use the draw/annotate feature and symbols library 


e import/export data from (or to) data bases and spreadsheets 


e establish data links 


e create chartbooks 
e write macros 


@ practice review exercises after the class to solidify newly 
learned skills. 


Class Overview 


This is an intensive class which involves constant use of the keyboard 
and provides training on Harvard's most advanced features, 
including draw and annotate with unrestricted placement; importing 
and exporting; grouping and ungrouping symbols; use of mouse; and, 
multiple charts on a single page. 


(Continued) 


- 192- 


ADVANCED HARVARD GRAPHICS 


DIRM-O13 


Target Audience 


This course is recommended for individuals with responsibility for 
creating complex charts; import and export files; establishment of 
data links; development of chart templates; writing macros, and, 
outputting charts to the monitor using Harvard Graphics 
screenshow, 


Pre ‘equisites 


Before enrolling in this course, participants should have completed 
the Graphics Concepts (DIRM-011) course AND the Introduction 
to Harvard Graphics (DIRM-012) course. 


Duration 2 days 
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DOT MATRIX PRINTER SEMINAR 


DIRM-Ol4 


Course Goal 


This course provides participants with a solid working knowledge of 
the Dot Matrix Printer (including printer operation and printer 
maintenance), 


Course Objectives 


Upon completion of this course, participants will be able to: 


® operate the printer correctly 
e maintain the printer correctly 
e use the printer within the context of WordPerfect 


e use different fonts to produce special presentations. 
Class Overview 


This course features hands-on practical exercises which enable 


participants to develop skills necessary for effective operation and 
maintenance of the Dot Matrix Printer. 


Target Audience 


This course is designed for all DOL employees who will need to use 
a microcomputer/Dot Matrix Printer combination in the 
performance of their regularly assigned duties. 


Prerequisites 


Before enrolling in this course, it is recommended that participants 
have completed the Introduction to PCs in the DOL Environment 
(DIRM-001) course (or possess microcomputer experience and 
basic typing skills) AND the WordPerfect Overview (DIRM-004) 
course. 


Duration 3 hours 
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LASER PRINTER SEMINAR 


DIRM-)15 


Course Goal 


This course provides participants with a solid working knowledge of 
the HP Laser Jet Printer (including printer operation and printer 
maintenance), 


Course Objectives 


Upon completion of this course, participants will be able to: 


e operate the printer correctly 
e maintain the printer correctly 
e use the printer within the context of WordPerfect 


e use different fonts to produce special presentations. 
Class Overview 


This course features hands-on practical exercises which enable 
participants to develop skills necessary for effective operation and 
maintenance of the Laser Jet Printer. 


Target Audience 


This course is designed for all DOL employees who will need to use 
a microcomputer/HP Laser Jet Printer combination in the 
performance of their regularly assigned duties. 


Prerequisites 


Before enrolling in this course, it is recommended that participants 
have completed the Introduction to PCs in the DOL Environment 
(DIRM-001) course (or possess microcomputer experience and 
basic typing skills) AND the WordPerfect Overview (DIRM-004) 
course. 


Duration 3 hours 
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CALC = Computer Assisted Learning Center 


DIRM = Directorate of Information Resources Management 
MDSS = Management Development Seminar Series 

OSI = Office Skills Institute 

PDSS = Professional Development Seminar Series 

SDP = Supervisory Development Program 
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